PROCESS (PROCEDURE TIPS) for VOICERS and WRAPPERS  (11):

For beats, you will have a designated mentor (either the teacher, the news director or a leader) to give you feedback and guidance.

__1.  TOPIC APPROVAL:  Get your topic approved by your designated mentor before you do the rest of the process. 

          (IMPORTANT NOTE:  The mentoring process involves a lot of back and forth communication, so it will take a long time.  Allow at least  2 weeks
           for the entire process to work.  Start early; get way ahead.  Allow mentors 48 hours (only school days count) to respond to each communication.)

__2.  INTERVIEW APPROVAL:  If you are doing a story that involves sound or an interview, then BEFORE doing the 

           interview, you must set up an appointment with the interviewee, get your open-ended questions approved by your designated mentor, 
           and demonstrate that you have done your research (on the interviewee and the topics) and that you have an appointment for the interview.

             (NOTE: Unless told otherwise, have three or more topics, and three or more sequential open-ended questions for each topic.)

__3.  TYPE the Voicer or Wrapper:  Use the correct template.  On the 2nd half of the template, type a perfect news story
           (for a voicer) or actuality story (for a wrapper). The story can be longer than a normal news story ( voicer up to  :25;    wrapper up to  :45 ).
 

__4.  OUTRO: Drop down to the footer, and type your name into the "out-tro" (out-cue):   

                          example of a voicer or wrapper outro:                "This has been Briana Taft for 107.9--FM News."

__5. GET YOUR voicer or wrapper APPROVED by your designated mentor BEFORE writing the top half of the template (the anchor lead-in) 

 __6.  ANCHOR LEAD-in and HEADING: Type the top half of the template: 
----Write a two sentence “anchor lead-in” for your voicer.  It is written like a flash story.  The first sentence must be a good HARD lead.
     However, the second sentence includes your name in it.  This "anchor lead-in" must be able to "stand alone" as a good flash story. 

----Do NOT repeat anything you said in the actual voicer or wrapper.  

             Example (of a good anchor lead-in): Life will soon get a little better for some local residents.  107.9—FM correspondent 
                                                                       Scott Martin reports West Windsor is about to upgrade an important service for the elderly.

----Below the anchor lead-in, fill in the required info about the voicer / wrapper.  Most of it is self-explanatory, except:

                                 TIME:  Type in the time of ONLY your voicer or wrapper. (The part on the second half of the template, including the outro).

                                 LOCATION:(Where can the engineer find the voicer or wrapper?) Usually it is:  News with sound folder on the server

----Now Type in your heading in the header:

                                 ----a slug (topic): (your last name) “on”  (a one word topic).    Example:   Ramanathan on village
                                 ----Time: (TOTAL time of the voicer or wrapper PLUS the anchor lead-in)  
                                 ----Your name and your code:  Example:   Christina Fan Fan (5--B)
                                 ----The kill date:  3/16/10    (unless told otherwise, it is one school week AFTER the Friday of the week you hand it in);
                                 ----Page numbers:      Page 1 of 1

                                 ----On the line below the heading, UNDER THE SLUG, write the source(s) of your info,  like this:  Example #1:  Source:  Princeton Packet    
                                            Example #2:  Source:  Interview with Chuck Rudnick    Example #3:  Source:  CNN.com and Interview with Michael Zapicchi

__7.   FINAL FEEDBACK:  Get all of your paperwork approved by your designated mentor before finalizing it. 
__8.   AT HOME:  When both parts (top and bottom of the template) are finalized and approved:  
            ----Print 2 copies (one for North and one for South) of your paperwork AT HOME  & save it to your USB DRIVE. 

            ----In very large print, write the KILL DATE and your CODE  on the back of all printed pages. 

            ----Bring the printed paperwork AND your USB drive (with the paperwork saved on it) to class.

__9.  AT SCHOOL:
          ----Record your VOICER OR WRAPPER (only the bottom half of the template).  (Be sure to read the “outro”)

                            Make sure you take a lot of pride in how it actually sounds.  You must sound like a reporter:  Use inflection, vary your pace (and do

                            not rush), emphasize (“punch”) some key words or phrases, have expression and variety in your delivery,  pronounce everything

                            correctly, etc......Sound like a reporter and sound conversational; do NOT just sound like a reader.  

                            Keep re-doing it until you really like the way it sounds; edit it to make it sound perfect and professional.

            ----Save the produced voicer or wrapper onto the server. Make sure you save it as the correct file type: Windows PCM (*.wav)

                     It MUST BE SAVED IN THE CORRECT FOLDER:  Go to the NEWS FOLDER; within that, go to the NEWS WITH SOUND FOLDER; within 
                     that, choose the correct folder, either VOICER or WRAPPER, and then save your produced story there.

            ----Transfer your written work from your USB drive to the server.  Go to the NEWS FOLDER; within that go to 
                                                     the NEWS WITH SOUND FOLDER;  within that save your paperwork in the COPY folder.

            ----FILE NAMES:  MUST BE EXACTLY THE SAME FOR the produced file AND the Writing (copy) file:

                                            (in this EXACT order:)                   KILL DATE—SLUG---YOUR CODE

                                            EXAMPLE:                                       3-16-10--Carleen on Village--7A 
                           (NOTE:  The slug and kill date of your file names MUST EXACTLY MATCH the ones on your paperwork.)
              ----BACK UP ALL written and produced work (mandatory): in your own folders on the server AND on your USB drive.

              ----HAND IN  the paperwork ONLY AFTER all of the above IS 100 % COMPLETE AND CORRECT. 
 ____10.  CHECK YOUR WORK: Once you hand in a voicer or wrapper, it must be ready for air and MUST get approved.  If it is 

                   not approved or not ready in ANY WAY (including not saved or labeled correctly), then it will receive no credit and you will have to start 
                   the process over with a new topic.   Double check and get pre-approval to avoid getting NO CREDIT.  Stay way ahead of your deadlines !

