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The following handbook is a clipping guideline for all UK Newspapers and Magazines in eClips.  
The document outlines the articles that are regularly clipped and the articles which are not clipped in 
eClips.   

If you have any clipping related queries, please contact Client Services at the following email 
address: clientservices@nla.co.uk 
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Regular Article 

Additional Information 

Advertising Features 

Advertorial  

Agony Aunts  

Announcements 

Articles with no headlines 

Banners  

Best Buys   

Betting Tips   

Bridge     

Briefings    

Bylines – Edited by / compiled by/chosen by/interviewed by   

Bylines – Multiple 

Bylines - Staff groups/agencies 

Cartoons (single panel)  

Case Studies 

Charts 

Chess 

Competitions 

Compound Article 

Contents Pages 

Country Clippings 

Court Circulars 

Cross-Heads  

Comic Strips (multi-panel) 
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Regular Article 

Daily Mirror ‘We love TV’ 

Edited by (text) 

E-mail addresses 

Financial Tables 

FT Special Report 

Gossip Columns 

Graphics/Graphs/Maps 

Horoscopes 

House Ads 

Insert Panel 

Leader Columns 

Letters to the Editor 

Link Text 

Lottery Results 

Offers 

Photo Credit 

Picture Article 

Public and Legal Notices 

Readers Questions 

Recipes 

Reviews  

Sport – Articles divided by league / competition 

Sport - Match Previews 

Teasers 

Texts/Jokes 

Times Literary Supplement 

TV/radio/digital satellite - Listings 
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TV/radio/digital satellite – Reviews 

Weather – Commentaries 

Do Not Take 

 

Advertisements  

Classified Section 

League Tables (not sport) 

Page Numbers 

Puzzles  

Section Heads 

Share Prices  

Sport - League Tables 

Wall Street Journal Exclusions Bylines 

Wall Street Journal Exclusions Crossword Puzzles 

Wall Street Journal Exclusions Letters to the Editor 

Wall Street Journal Exclusions Pictures and Illustrations 

Wall Street Journal Exclusions Special Advertising Section 

Weather - Charts/Maps 
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Advertisements 

Do not take 
 
 

 This includes vouchers, coupons and displays.   
 See also Advertising Features and House Ads.   

 

 



 

6 

 

 
 

 

Advertising Features  

Regular article 
 

 
 Taken with ‘Advertising Feature’ heading 
 Only take articles where the term ‘Advertisement’ or ‘Advertising feature’ is explicit in the PDF.  The 

term should be taken as a subhead. 

 

 
 

 



 

7 

 

 
Advertorial 

Regular article 
 

 Taken with ‘Advertorial’ heading 
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Agony Aunts 

Regular article 
 

 Each question and answer clipped separately 

 This includes “Dear Deidre” type columns.   

 Where appropriate the name of the aunt needs to be included as a byline with each.   

 Photo casebooks should be selected as one article.   

 Telephone helpline numbers should not be taken. 
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Announcements 

Regular article 
 

 This includes births, marriages, deaths, luncheons, appointments, service awards etc.   

 Take as separate articles.  
 

 
  Example from The Times 
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Articles with no headlines 

Regular article 
 

 
 Take the first 5 words as the headline text. 
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Banners 

Regular article 
 

 
 Take when banner contains more detail than just ‘news’, ‘politics’, ‘world’, ‘football’ etc 
 Take as part of main article on page  

 

 
 
 

 

 

 

 

 

  

 

 

 



 

13 

 

Best Buys 

Regular article 
 

 
 Take as one article. 
 This includes product reviews.   
 Not financial best buy tables. 
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Betting Tips 

Regular article 
 

 Take as separate article within column. 
 DO NOT TAKE any racing results and/or betting tips for The Sun, The Times & The Sunday Times. 
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Bridge  

Regular article 
 

 Take as one article. 
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Briefings 

Regular article 
 

 

 Take as separate articles.   

 Small article fragments that highlight an article elsewhere in the newspaper, often appearing on the 
newspaper’s front page.   

 Do not link to the article to which they refer. 
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Bylines 

Edited by/ Compiled by/ Chosen by/ Interviewed by 

 
 Regular article 

 

 For instances where the terms “compiled by Paul Dacre”, “chosen by Paul Dacre, “interviewed by Paul 

Dacre” take the entire term as a byline and the journalists name as the author. 

Edited by 
 

 

Compiled by 
 

 
Chosen by 

 

 

Interviewed by 
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Bylines 

Multiple 

 

Regular article 

 
 

 Each name to be separated by a semi-colon.  
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Bylines 

Staff groups/ Agencies 

 
Regular article 

 
 For instances where terms such as “Daily Mail Reporter” and agencies such as “Reuters” appear take 

as both byline and author.   
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Cartoons  

Single Panel  

 
Regular article 

 
 To be taken with an associated article where appropriate and will only be separately cut where they 

are clearly unrelated to an adjacent story.   
 If in any doubt take as a separate article.  
 The headline should be the first 5 words of text.  If the cartoon has no text then the cartoonists name 

should be used, e.g. “Steve Bell Cartoon”.   
 If the name of the cartoon and/or cartoonists name is unclear use the name of the newspaper title, 

e.g. “Guardian cartoon”.   
 The name of the cartoonist must always be taken as author and byline.   
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Case Studies 

 

Regular article 
 

 For case studies, maintenance of the context of the clipping is important.  Individual box-out stories 
should not be separated and should be clipped with the main article: take as body text at the end of 
the main article. 

 Clip separately if the byline is different from that in the main article. 
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Charts 

 

Regular article 
 

 

 Take as one article. 

  ‘Top 10 selling DVDs’ ‘UK top 10 films’ ‘Top 10 Books’ etc.   
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Chess 

 

Regular article 
 

 Take as one article. 
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Classified Section 
 

Do Not Take 
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Competitions 
 

Regular article 
 

 Take as one article. 
 Examples: 

 

Mail on Sunday 

 
Sunday Express 

 
Daily Star 
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Compound Article 

 
Regular article 

 
 Each article clipped separately with the author/banner and link all common items as global text 

 This refers to individual articles that require a common item (byline, subhead) to be taken with each. 

 Regular columns should have the column title as a subhead and the specific headline as the headline.  
If any articles do not have explicit headlines, use the first 5 words of body text. 

 Examples include regular columns (“Lex” in the Financial Times, “Sport in Brief” in tabloids), and 
regular columnists.   
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Contact details (for the Newspaper) 

 
Do not take 
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Contents pages 
 

Regular article 
 
 

 Take as one article 
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          The Independent                                                            Financial Times 
 
 

 
 

 

 

 

 

Country Clippings 
 

Regular article 

 
 Take as separate articles. 

 Relevant to International Financing Review only.   

 

  



 

30 

 

 

 
 
 
 

 
 
 

Court Circulars 
 

Regular article 
 
 

 Take as one article 
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Cross-Heads 

 
Regular article 

 
 

 Bold Oversized text within the text flow 
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 Take as text within the body of the article, but at the end of the body text.   
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Comic Strips (multi-panel) 
 

Regular article 
 
 

 The headline should be the title of the strip, e.g. “Garfield”.   
 The name of the cartoonist must always be taken as author and byline.   
 See also Cartoons. 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Daily Mirror ‘We Love TV’ 
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Regular article 
 

 Clipped as one article. 
 Includes main feature articles only. 
 ‘Pick of the week’ – take as one article.  If there are multiple bylines please ensure all are included (as 

bylines and authors).  

 
 

 
Edited by (text) 
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Do not take 
 

 Do not take ‘Edited by’ as the author. 
 It should appear in the clipping. 

 

 
 

 
 

E-mail addresses 
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Regular article 
 

 
 Take as text within the body of the article 
 Journalists’ names: must be present in the clipping but do not include in the byline field.   
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Financial Tables 
 

Regular article 
 
 
 

 Each table to be clipped separately, apart from ‘Databank’ in the Sunday Times.  
 Where text is not extractable, the headline for the table will be entered in the xml 
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FT Special Report 
 

Occasional article 
 

 The tag ‘FT SPECIAL REPORT’ is extracted by Ninestars and added to either in page section or in 
subhead in the  XML in all articles for this supplement 
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Gossip Columns 
 

Regular article 
 

 Each should be taken separately.   

 If any articles do not have explicit headlines use the first 5 words of body text. 

 If any articles do not have explicit byline(s) use the name of the columnist(s).  
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Graphics/Graphs/Maps 
 

Regular article 
 
 

 To be taken with appropriate main article. 
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Horoscopes 

 
Regular article 

 
 
 Take as one article.  
 If there is no explicit headline the writer’s name should be used, e.g. ‘Mystic Meg’.    
 The name of the writer must always be taken as author and byline.   
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House Ads 

 

Regular article 
 

 
 Adverts promoting the publisher, its products or services, or if it includes coupons. 
 See also Advertisements  
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Insert panel 

 
Regular article 

 
 For insert panels, maintenance of the context of the clipping is important.  Individual box-out stories 

should not be separated and should be clipped: take as body text at the end of the main article. 
 If there is an insert panel on the first page of a continuation take as body text at the end of the article. 
 Clip separately if the byline is different from that in the main article. 
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Leader Columns 
 

Regular article 
 
 

 Take separately 
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League Tables (not sport) 

 
Do not take 

 
 Core league tables, those spanning several pages – often in distinct supplements – should not be taken.  

Common subjects include best performing schools and university course clearing listings.  
 Feature / editorial articles in any given supplement should be taken as normal and treated as regular 

articles.   
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Letters to the Editor 
 

Regular article 
 

 Clipped separately or by common headline. 
 Letters to the editor should be taken separately unless several fall under a common subject and share 

a headline.  In the latter case take as one article.    
 If no headline is present add the first 5 words as the headline. 
 See also Texts 
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Link Text 

 

Regular article 
 

 If the article on the front page has 'continued on page' and the text flows from the front page article 
to the continuation page then the article is clipped together. 

 Articles will often include links to other stories where the subject is related.   
 This needs to be captured in the clipping but not in the xml. 

 
 
 

Page 1: Front page 

 
Page 4: Continuation page from front page 
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Lottery Results 
 

Regular article 
 

 Take as one article 

 
 

Daily Star 
 

  
 

Sunday Mirror 
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Offers  

 
Regular article 

 
 Take as separate article 
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Page Numbers 
 

Do not take 
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Photo Credit 

  
 
 

 Includes photographers, copyright and agencies.   

 In magazine supplements ensure the photo credit for the front page article is taken; this will often 
appear on page 3 of the magazine. 

 (XML only) Capture photo credits including photographer not part of the caption field. 
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Picture Article 

 

Regular article 
 

 If no headline is present take the first 5 words as the headline.  
 

 

 
Public and Legal Notices 

 

Regular Article 
 
 Clipped as separate article. 

Public Notice 
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Legal Notice 

 
Puzzles 

 
Do not take 

 

 Includes quizzes, crosswords, sudoku etc. 

 Do not take unless it includes a competition. 
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Readers Questions 

 

Regular article 
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 Each question and answer to be taken separately. 

 Takes the format of readers’ letters asking questions on a given subject, such as financial matters or 
fashion advice, with a written response by the journalist. 

 
 
 
 
 

 
 

 
 
  

Recipes 

Regular article 
 

 Clipped as separate article. 
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Reviews  

(See also TV reviews/listings) 

Regular article 

 

 Take each review separately.    
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 This includes art galleries, books, film, TV, DVDs, nightclubs, listings etc.   

 Graphic representations of the author’s view must be taken. 
 All reviews should be taken as long as there is editorial content above and beyond the 

title/date/price/venue.  
 Do not take the article if only basic information is provided.   

 

 
 

 
 

 
 Section Heads 

Do not take 
 

 Found in the top left corner of pages. 

 Example ‘The Times’ Section Heads. 
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Share Prices 

 

Do not take 
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Sport 

Articles divided by league / competition 

Regular article 
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 Not divided by individual match. 
 
 
 

 
 

 

 

Sport  

League Tables 

Do not take 
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Sport 

Match Previews 

Regular article 
 
 

 Take as one article unless individual ‘panels’ are bylined differently to main article. 
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Teasers 

Regular article 
 

 Includes short teaser headline and text on front page/internal picture previews and blurbs. 
 If two unique headlines (which are not continuation articles), they should be clipped separately.  
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Texts/Jokes 

Regular article 
 

 Take as one article. 

Texts 

 

 



 

65 

 

 
 

 
 

Jokes 
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Times Literary Supplement 

 
 

 Section names captured in subheadline field 
 

 Articles from front page captured with the word ‘Cover’ (as the section name) in subheadline field 
 

 Subheadlines captured in body text 
 

 
 
Above rules were requested by Amazon Kindle (aggregator client) due to the way content is displayed on the 
Kindle 
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TV/radio/digital satellite 

Listings 

Regular article 
 

 Clipped and captured as 5 separate articles.  
 Channel name as headline and image caption. 
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TV/radio/digital satellite 

Reviews 

Regular article 
 

 Includes main feature articles only. 
 ‘Pick of the day’ – take as one article.   
 If there are multiple bylines please ensure all are included (as bylines and authors).  
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Weather 

Charts/Maps 

Do not take 
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Weather 

Commentaries 

 

Regular article 
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Wall Street Journal Exclusions 

Bylines 

Do not take 
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 Wall Street Journal articles with the following bylines should always be excluded: 
- Associated Press 
- The Washington Post 
- Smart Money 
- Handelsblatt 
 
Associated Press example: 
 

 
 

Wall Street Journal Exclusions 

Crossword Puzzles 

Do not take 
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Wall Street Journal Exclusions 

Letters to the Editor 
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Do not take 
 

 
 

 

Wall Street Journal Exclusions 

Pictures and Illustrations 
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Do not take 
 

 All pictures and illustrations must not be clipped.  
 This includes picture credit information.  
 
The following article is the original: 
 

 
 

Once the picture is excluded, the article should appear as follows: 

 
 

 
The only exception is ‘dot-by-dot’ illustrations.  These are commonly of personalities and can be included in 
clipping PDFs:  

 

 

Wall Street Journal Exclusions 

Special Advertising Sections 
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Do not take 
 

 All ‘Special Advertising Sections’ to be excluded.   

 These are always explicitly labelled as such. 
 

 
Pepper…and Salt 

Do not take 

 

Additional Information 

 

Article Size 
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 Articles may be reduced up to 85% in size in order to fit onto a single A4 portrait page. The example below 
shows the full page PDF (left) and the article which has been reduced in size (right). 

 

 

 

 

 

 

 For certain titles, spreads and articles that do not fit an A4 page at 85% reduction will be re-formatted. 
The example below shows the full page PDF (left) and the article which has been re-formatted (right). 

 
  

 

 

 

 

  


