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Guidelines for using quotations in WVUS marketing materials

Why we care about quotations
Our donors want to hear directly from the people we work with, and the use of quotations in our materials can help to dispel the feeling of distance and create an inspirational connection. However, it is critical that we treat these quotations appropriately, in ways that both respect the speaker and display integrity. Our third brand creative principle, “Be real,” explains that we must be “truthful and transparent” as we “tell real human stories, in all their tragedy and triumph—elevating the authentic voices of supporters, partners, children, and staff” (see World Vision Brand Common Core, p. 17).

Specific guidelines
These guidelines and principles apply to every marketing and communications medium, including print, digital, and video captioning/graphic overlays. 

· Quotations must never be rewritten or attributed to other players in the story.

· Never turn a paraphrase (or general information from a story) into a quotation.
· Quotations from Story Hub stories must be used exactly as shown. These stories and quotes may be used by multiple other marketing groups, so any changes, even minimal ones, create the risk of discrepancy with usage elsewhere. 
· Within reason, awkwardness in structure or wording provides authenticity. If the entirety of a quotation is so awkward that it will distract the reader or detract from the power of your piece, either paraphrase it—without quotation marks—or find a different resource. (Contact Lauren Reed, WVUS Story Hub librarian, with specifics if you feel a given quote is unusable. She is happy to pass along constructive feedback to the national communicator.)
· Per the AP Stylebook, never alter quotations silently, even to correct grammatical errors or word usage. Instead, work around an error or point of confusion with minimal, judicious use of the punctuation elements listed below. When doing so, be sure not to use or imply words or thoughts that cannot be justified by the original resource, or that change the meaning of the original. 
· Use ellipses when omitting one or more words from the quote. (For formatting details, see the ellipsis entry in the WVUS Editorial Style Guide.) 
· Use brackets for clarifying edits. Example: “It has become …very hard to not only protect ourselves, but to make sure everyone around us, [our] loved ones, and [our] families are safe.”
· Use parentheses to clarify content within the quotation. Examples:

· “God saved my mom, Joselyn (his sister), my dad, and Bear (his dog).”
· “She will no longer have to walk a long distance, meeting all kinds of things (such as snakes and hyenas) along the way.” (original story included the detail about snakes and hyenas)
· When quoting from a previously published source, all elements of the quoted material should align exactly to the original, including spelling, capitalization, and punctuation. 
For further reading

· 10 tips on ethical communication in this 2016 Guardian article by a WVUK emergency program officer (see #7: “Quote accurately”)

· Associated Press guidelines on quotations
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Address questions to Sandra Boedecker, Editing Manager, Internal Agency
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