
  

PRESS GUIDE 
 
 
Welcome to the International Press Team of Birla MUN 2021. We are very glad to 
see the energy you people are already showing, however, we would like to say one 
thing. Relax. Breathe. We are here to help you out in any and every way possible.  
We shall also remain open to all forms of suggestions, criticism and feedback and 
will try to make it a safe and productive space for you all. In fact, this is an 
opportunity to also think about the alternate modes of discussion and debate and 
journalistic practice that would manage to transcend the limitations of MUNs and 
bring a more holistic experience of learning to the table. There’s nothing that is 
beyond scrutiny and revaluation - if something fails to deliver, you possess the 
thought and action to revolutionise and reform it, and in this endeavour to make 
the newsletter more authentic, ethical and more fruitful for young students, you 
have our support.  
 
General Instructions  
 
1) All members must employ and display professionalism. This includes:  
 
Parliamentary language: The use of obscene or vulgar terms will result in 
disqualification from the award lists, and may or may not lead to a member being 
ejected from the conference itself.  
 
Punctuality: Appearing at the allotted time and submitting tasks by the given 
deadlines are absolute essentials.  
 
Professional Courtesy: During any and all interactions with delegates, as well as 
with Secretariat and EB members, any request for omission must be complied with.  
 
 
JOURNALISTS  
 
Concentrate on studying the agendas as well reading up articles of various press 
corps. The guiding element of reporting style is to engage the reader with the most 
interesting and important information on a topic at the beginning of the article. 
This style is often referred to as “inverted pyramid.” This suggests that the broadest 
information is contained at the beginning (the “base” of the pyramid), then the 
article becomes more detailed and specific as it progresses (the middle and apex of 
the pyramid). Finally, a well-written article will conclude with a final statement 
reiterating the importance and significance of the event being reported. It is 
important to note that the inverted pyramid style of writing does not come naturally 
to even the most experienced writers of prose and narrative - this style requires 
practice. For beginners, it is recommended that the article be written with the 
important newsworthy element of the story at the start (in the lead) of the story, 
keeping in mind the 5 W's and the H (“who,” “what,” “why,” “where,” “when,” and 
“how”). Furthermore, we are also attaching a sample article for your convenience.  
Following are some of the important points we expect you to thoroughly read and 
understand:  
 



I. Reporting: Make sure to quote delegates verbatim (word-for-word), and to 
spell their countries correctly. If you’re interviewing them, you can ask them 
to repeat a phrase in order to write it down. It is best to use short sentences 
and short paragraphs, in order to remain brief and keep the reader’s 
attention.  
 

II. All factual briefings should be written in third person, while editorial pieces 
can use the first person. Briefings should be factual and not provide 
opinions, but you can get quotations from delegates that would express an 
interesting opinion. Prepare interview questions ahead of time, and avoid 
yes-or-no questions, as these are generally produce less information. Include 
a one or two sentence introduction to your article. This should provide the 
reader with a sense of what has happened, or what will be discussed in the 
article. It should grab the reader’s attention, and answer as much of the 
“who, what, where, when, why” as possible.  

 
III. By Line: A suitable title with an accompanying extended byline is a must. For example: 

Apoorva Kapoor reports latest proceedings from the International Court of Justice  

IV. Citation: If one chooses to mention facts that were not discussed in 
committee, one must cite one’s sources.  

 
V. Abbreviations: No periods should be used separating letters of an 

abbreviated organization or agency. Only standard acronyms and approved 
abbreviations should be used. Some example abbreviations include: 
ECOSOC, UEFA, GA, HG, HSC, ICJ, IPD, NATO, UK, UN, US, USSR.  

 
VI. Amendments: Each amendment receives a designation letter at the end of 

the resolution number. For example, the second amendment for a resolution 
in the Fifth Committee might be summarized as 5th /II/3/B.  

 
VII. Apostrophes: This punctuation mark will only be used to indicate 

possessive nouns or secondary quotations. Apostrophes are never used to 
indicate pluralization.  

 
VIII. Currency: Dollar values are displayed with the appropriate currency 

symbol. Values on orders at or greater than one million are summarized, for 
example $54,000, $135,000 or $214 million. Indian Rupees shall be written 
as INR, not Rs.  

 
IX. Capitalization: Nowhere shall anything but Abbreviations be capitalized. 

Boldface text: There is no situation in which boldface should be used in  
X. an article. Headlines and article titles may be bolded by the Publisher.  

 
XI. Developing nations: Within the international community, the use of the 

term “third world” is actively discouraged. No nation will be referred to as 
‘Third World.’  

 
XII. Diplomatic courtesy: While journalists are encouraged to faithfully 

report on the statements of representatives within each simulation, no 
quotation should violate the dictates of diplomatic courtesy. If a journalist 
feels that a quotation by a representative is discourteous, the representative 
should be encouraged to rephrase the statement in a more courteous 
fashion or risk having it omitted from the Reporter’s article.  



 
XIII. Hyphenation: Hyphens should only be applied according to American 

English grammar. Examples of typically hyphenated prefixes include non-, 
sub- and ex-. Some compound words are hyphenated as well, such as socio-
political.  

 
XIV. Member States: In print, references to United Nations ‘Member 

States’ should be initially capitalized.  
 

XV. Names: Verbal verification is mandatory on all named sources. 
Naturally, all proper names are capitalized. National references: When 
referring to any UN Member State or Observer, standard UN country names 
should be used. These names match those with which each nation signed 
the UN Charter. For example, the People’s Republic of China should always 
be referred to as “China.” Additionally, some national names are longer than 
those commonly used. For example, Libya is recognized at the UN as ‘Libyan 
Arab Jamahiriya.’  

 
XVI. Numerals: Any numeral ten or less should be spelled out in English. 

Numerals over ten are reported using standard Arabic numerals, such as 
2001. Numerals with five or more digits should include commas, such as 
1,345,000. Fractions and decimal numbers should be reported as decimal 
numerals or percentages, such as 0.5 or 50% (rather than “one half” or 
“1/2”). Roman numerals are used only when referring to a source which was 
originally designated using Roman numerals, such as Chapter VII of the UN 
Charter (articles of the UN Charter are written as “Article 7”). Percentages: 
Percent symbols will be used to report percentages, for example 35.8%. 
Quotation marks: As per Standard English grammar, punctuation at the 
conclusion of quotation must always be included inside the closing 
quotation mark.  

XVII. Quotations: All quoted statements within articles should be 
incorporated grammatically into the sentence being written. Additional 
capitalizations should be avoided. If only part of a sentence is being used in 
a quotation, an ellipsis (i.e.:...) should be used to indicate the omitted 
portions of the statement. If the ellipsis comes at the end of a sentence, it 
should have a period at the end as well within the quotation marks (....”) to 
indicate the conclusion of a sentence. If, within a quotation, the speaker 
uses an abbreviation or reference which would be unclear to the reader, the 
Reporter may interject a clarification within brackets (i.e.:[...]). This indicates 
that the bracketed information is not a direct quotation; rather it is a 
clarification on the part of the author. As an illustration of these rules, 
consider the following example. Amb. Kamal explained that “...while the 
matters are being studied by the UN, there is a commitment by the UN, such 
as the UNV [United Nations Volunteers], to take part in conflict zones.”  

 
XVIII. Spacing: One space is used to separate words, as well as following 

commas, semicolons, colons and periods. Spelling: Journalists should be 
sure to spell check all copy before the primary editorial deadline. This will 
greatly assist the Editor.  

 
XIX. Underlining: There is no situation in which underlining should be 

used in an article.  



 
XX. Votes: When covering voting in committee/council/commission 

simulations, journalists should only name vote totals on substantive issues, 
namely resolutions. Vote totals on procedural motions, such as changing 
agenda topics, are unnecessary. A vote total should be summarized 
numerically by the standard for/against/abstentions format, for example 
35/24/16 summarizes a vote of 35 in favor, 24 opposed and 16 abstentions. 
In an article, the Reporter would also summarize the result of the vote as 
follows: “Resolution 1st/I/1 failed with a vote of 24/32/17.” Resolutions that 
pass by consensus should be reported as such, noting the number of 
abstentions from the consensus. Vote totals and abstentions from consensus 
should be confirmed with the committee/council/commission Vice-Chair or 
Vice-President.  

 
Types of Submissions:  
 

I. Opinionated Editorials: Journalists writing such as piece are expected to 
offer their own opinions on certain matters. Do not use inaccurate or 
unverifiable information. Please ensure all claims made are supported by 
relevant evidence. The opinion that the journalist wants to convey should be 
clear and unambiguous, and should remain prominent all throughout the 
article. Wavering and indecisive opinions do not make strong, good articles.  

II. Satirical/Comedic Pieces: This column is meant to add humour to the 
issues covered by the Press. Contextual, satirical comments must be woven 
into articles, with consistent and real humour. Offensive humour is 
strictly not allowed. Do not comment upon the demeanour of 
delegates, their dressing sense or any other such ludicrous thing. It’s 
extremely offensive and not ethical journalism.  

 
III. Beat Articles: These articles comment upon the agenda itself, or the 

discussion surrounding it, and can be supplemented by quotes from certain 
delegates. In-depth research, as well as a profound understanding of the 
agenda, is required in writing these pieces. Please use exact quotes.  

IV. Fillers: These pieces are written in atypical formats, such as stories, open 
letters, diary entries, etc. They allow the journalists to display creativity in 
their writings. Usually fillers become a deciding factor in the results as here 
the journalists can divert from conventional direct reporting and display 
their writing capacities. They can be submitted anytime throughout the 
duration of the conference  

V. Features: Features are like fillers, except with a rigid word limit, and should 
be based only on the agendas of the committees allotted.  

VI. Interviews: They may be taken at any time as fillers and transcribed in Q&A 
formats.  

VII. Press Conference: Every committee will have a Press Conference. For 
the same, the journalists are required to prepare 3 questions to ask specific 
delegates and 2 general questions (open to the entire committee). The 
answers to the same must be integrated into a beat-like review. Journalists 
are advised to record the answers given in the press conference so that they 
can write a press review post-conference.  

 



VIII. Crisis: On the last day of the conference, we will simulate a crisis 
situation that we shall disclose later. Instructions for the same will be 
provided.  
 

CARICATURISTS  
 
The work of caricaturists must accord with the following factors:  
 

I. Repartee: To capture the essence of the committee proceedings and debate, 
with wit and humour.  

II. Professionalism: The caricatures are expected to be humorous, but not 
insulting or offensive to anyone in particular.  

III. Research: The caricaturists are expected to have prior knowledge of the 
agenda of their committee, so as to understand the ongoing debate and 
interpret it in an amusing way  

IV. Coordination: The caricatures need to compliment the foundation of the 
articles of the journalist(s) assigned to the same committee. Thus, thorough 
coordination is expected.  

V. Originality: All work submitted during the conference, is expected to be 
distinctive in nature. Plagiarised work will not be considered.  

Work ethic: Most importantly, the cartoonists are expected to adhere to the deadline given each 
day. All caricaturists are requested to send good quality photos/scans of the work they produce so 
that they can be utilised in the newsletter.  

VI. Crisis: In the crisis, the tasks for cartoonists will go beyond the scope of 
traditional portrayal of political events and will delve into the modern day 
conception of resistance through the medium of art, which does not restrict 
itself to solely cartoons but extends to symbols and allegories of 
underground publications. Your pieces will not just be a supplement to the 
main article; we go a bit further to forge the foundations of an art magazine. 
To the future. we shall elaborate on the crisis a bit more when the time 
comes.  

 
Editorial or Political Cartoons 
 
 Editorial cartoons express the cartoonist's opinion or point of view on an 
important or immediate issue. They are a graphical expression of current 
events. As these are often used to comment on political issues, they are 
also called political cartoons. Editorial cartoons are small, and usually fit 
a single frame such as a rectangle or square. Editorial cartoons are, by 
principle, satirical in nature. They use caricatures /stereotypes /symbols 
/analogies /humour or a combination of these to put a point across. 
They use a visual and verbal vocabulary that is familiar to the readers.  
 
For E.g. http://archive.indianexpress.com/picture-gallery/cartoon-
gallery-by-ep-unny/262- 408.html  
Panel Comic or Gag Cartoon A gag cartoon is a single panel sketch with a 
story line. As the name suggests, it conveys a comedic idea'. Traditional 
gag panels are used to portray everyday events with a twist. Unlike 
editorial or political cartoons, they are neither based on current events, 
nor allude to a personality figure in society. They liberally use humour to 



amuse and make people laugh. Usually there is a punch-line at the 
bottom of the panel.  
 
For E.g. http://www.newyorker.com/cartoons/random/  
 
Comic Strips Comic strips use multiple panels to represent a storyline. 
They feature recurrent characters, and use humour as the main element. 
They may or may not contain speech/dialogue bubbles. 
 
 For E.g. http://www.peanuts.com/comics/#.VuA3Vpx97IU  
 
 Use of Language in the Cartoons The best cartoons use a mix of words 
(captions, dialogues or titles) and drawing to convey their message. The 
reader must be unable to understand your cartoon by singularly looking 
at the images or by simply reading the caption. You have to, therefore, 
use words and drawings economically and artfully, such that they 
supplement each other. Captions and dialogues are always short. They 
are no longer than 3-5 words. They must be crisp and to the point. They 
must only be used if you further need to clarify the idea behind your 
cartoon.  
 
5. Additional Notes  
 
1. Your cartoons must not be personal, vulgar or derogatory. They must 

not stray from their general purpose of expressing an opinion.  
 
2. Cartoons can be black and white or coloured. 

 

 
3. It is of utmost importance that humour is used intelligently while 

making gag cartoons or comic strips.  
 

4. Please ensure that the dialogues or captions in your cartoon are spelt 
correctly and follow basic grammatical rules. Though the language 
maybe colloquial, it must not be informal.  
 

 
5. Most importantly, please keep in mind that you will be working under 

strict deadlines. Punctuality is, therefore, of utmost importance. No 
submissions shall be accepted post the deadline. 
 

6. Tasks will be assigned on the spot  
 

7. No form of piracy will be tolerated. 
 

 
 
 



8.   Submission and Marking  
 

• Cartoonists must submit the scanned copies of their work to the 
Head of International Press via e-mail 
(bansalutkarsha@gmail.com).  

•  The subject of the email, as well as the name of the file, must be 
in the following order ‘cartoonist’s name- committee- the task no.’  

• One must adhere to the submission deadline.  
 
Marking will be done keeping the following parameters in mind : 
 

• Neatness  
• Concept and Originality  
• Punctuality  
• Verbal Content  
• Adherence to the Task Guideline 

 
Regards,  
BIRLA MUN  
birlamun21@gmail.com 
 
 


