THE REPORTING & WRITING PLAN


***GETTING STARTED: DEVELOPING YOUR STORY IDEA
1. FOCUS STATEMENT [This should be a complete sentence identifying the news value of the story idea and why it should be pursued now, for our audience, in our publication.]
2. LIST OF INITIAL QUESTIONS ( POSSIBLE SOURCES

3. LIST OF PEOPLE TO INTERVIEW & DOCUMENTS TO GATHER


***PLANNING: DEVELOPING A STORY DRAFTING SCHEDULE

1. Assignment Due Date:______________ and Number of Days Until Deadline:_____________
2. Working backwards from the due date, create a schedule for completion of the story by filling in the blanks with dates – then use the schedule to keep yourself on track to complete the story by your deadline:
BEGINNING BACKGROUND RESEARCH from __________ to __________

REPORTING (interviewing sources and researching) from __________ to __________

STORY DRAFTING from __________ to __________
STORY COPYEDITING by__________

PROOFREADING by:__________

DEADLINE on:__________


***FINALIZING THE STORY: COPYEDITING & PROOFREADING CHECKLIST

· THE LEDE CAPTURES THE ESSENCE OF THE STORY.

· THE FIRST TWO TO THREE PARAGRAPHS IDENTIFY AND UNPACK THE FIVE Ws AND THE H: who, what, when, where, why, and how.

· THE STORY IS CONCISE: UNNECESSARY WORDS HAVE BEEN REMOVED.

· NEWS STORIES: THE WRITING IS FREE OF UNATTRIBUTED OPINION AND AUTHOR EDITORIALIZING.

· USED PRIMARY SOURCES
· USED CREDIBLE SOURCES

· DOUBLE-CHECKED ALL NAMES

· DOUBLE-CHECKED PHONE NUMBERS, ADDRESSES, WEB ADDRESSES, ETC.

· DOUBLE-CHECKED DATES & TIMES

· DOUBLE-CHECKED MATH & NUMBERS

· CHECKED CONFLICTING VERSIONS OF EVENTS

· CHECKED FACTS AGAINST DOCUMENTS AND OTHER SOURCES
· REVIEWED QUOTES FOR ACCURACY & PROPER ATTRIBUTION
· GRAMMAR REVIEWED (for example, VERB TENSES ARE CONSISTENT)
· REVIEWED SPELLING AND PUNCTUATION

· REVIEWED PROPER ASSOCIATED PRESS STYLE & FORMATTING

SEE THE COLLEGE NEWSPAPER SURVIVAL GUIDE (CHAPTER 4) FOR MORE REPORTING TIPS.
