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1.  Just the FACTS and only the FACTS !!!  Be objective at all times. Verify facts.
2.  KISS !!! Always keep it simple and short!!!!
3.  Always remember the 5 C’s (Plus 1):
    ---CORRECT: Make sure you get it right!!!!

                 ---CLARITY: Make sure all thoughts are clear to all. 

                          ---CONCISE: Not all the details; just the key ones; keep stories short. 

                                                           (10 to 20 seconds, or 3 to 4 lines, or 25 to 50 words)

     ---CONVERSATIONAL: Write the way people talk; informal (but no slang)
                                                                  Short and simple sentences.   Short and simple words

                                          ---COLOR: Follow all rules but develop your own style.  Be interesting.

                                                     ---COMMUNITY: Always THINK LOCAL!!! (Local stories, local angles, etc.)

4. LEADS, NOT HEADLINES:

---Get attention with a hard fact     --set up the listener for the rest of the story.
---In the first sentence:  No names of people; no past tense; no numbers; no crucial facts.
             ---TWO QUESTIONS TO ASK YOURSELF WHEN WRITING A LEAD:
· What is going on now or in the future? If it already happened, do NOT put it in the lead.

· What is local about the story? (Or how does it affect / interest the local audience?)

5.   “Do-er” before the “action”:   (USE ACTIVE VOICE)
           ---Do NOT separate the “do-er” (subject) from the “action” (verb or predicate) in each sentence.

6.   “Source” of the info you are using before the “info”:  

7. NAMES: No names of people in leads; Omit unnecessary names; Omit middle names, initials, “Mr.” etc
     ---Descriptive info (age, height, etc.) and titles (President, principal, etc): BEFORE THE NAME.  

8.   Crime or court stories:   USE THE WORD:  ALLEGE
---Unless person is CONVICTED of a crime, use words like allege, allegedly, accused, charged with, supposedly, reportedly, etc.
9.   NUMBERS:   None in leads; round off large numbers; avoid too many numbers; 
                   write fractions and decimals in all words; write a number at the beginning of a sentence in all words (except 

                   years should be all numbers); use numbers for phone numbers.  In most other cases, follow these rules:

     ---ZERO  THROUGH  ELEVEN:   Write out the word (examples:  eight, seven, two, etc.)
     ---12  THROUGH  999:  Write  the numeral  (examples:  97,  989,  17,  324,  28, 12, etc.)
     ---OVER  999 :   Use a combination: Use the above rules plus words like hundred, thousand, million, etc) 

                        (examples:  14-hundred, 387-million, four-billion,  etc.)
10.  Word choice, story choice, actions, etc.:  ALWAYS “Take the HIGH ROAD”
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Priority Chart (story selection and angle selection)

Local story

Local Area /Regional stories

County story

Local perspective on state story

Local perspective on national /world story

Local Interest story

State

National 

World

Other

Also:  Factor in the time element priorities:

1. Breaking Stories: occurring now, today or just happened

2. Recent with current angle: (for example, it happened overnight.  Lead must take what is happening now or in the future angle)

3. Future: Make sure there is a reason to use a future story angle.

4. Older news but has new development: Start with the new !!!!

(Note:  When ordering stories in the newscast, take into consideration importance to

your local audience AND the time element factor.

Man Cannot Write by Rules Alone, But Rules Can Help    (News Rules by Mervin Block)         (RTNDA Communicator published this column in August 1999.) (Some editing was done to this document)

___1. Read your source material to the end; don’t stop after the first few paragraphs. Mark key words in red: names, places, numbers and other facts. That’ll enable you to spot the essentials when you start to write. And you’ll spot them fast when you double-check to make sure you’re correct.  Try to use primary source info, rather than rewriting copy written by other people.

___2.  Don’t write yet. Just think. Think about what you want to say and how best to say it:  clearly, concisely, conversationally.

___3. Write the way you talk, but remember: in writing, spelling counts, punctuation counts, English counts. Avoid big words, odd words, weasel words, wasted words, fancy words, foreign words, clichés. Don’t distort, exaggerate or misrepresent. Avoid can’t. 

___4. Write in the S-V-O pattern: subject-verb-object. The closer the verb follows the subject, the more easily the listener follows your script. If you’ve written a subordinate clause with essential information, give it a sentence of its own. Many listeners are only half-listening, so your script must be easy to grasp: limit a sentence to one idea.

___5. Avoid starting sentences with there is, there are, it is--all dead phrases. If you’ve written, "There are many people who smoke," fix it: "Many people smoke." There are exceptions: "It’s raining." But not "It’s raining out." Where else does it rain?  And don’t start with "as expected" (news is the unexpected), or "we begin with" (even beginners know when an anchor has begun), or "our top story is" (self-evident), or "a new development tonight" (skip wordy warmups). Just go ahead and tell the news.

___6. Activate your copy. Write in the active voice; use action verbs. Avoid linking verbs--is, are, was, were--in your lead. They don’t express action. (But don’t avoid is when it’s a helper verb, as in is going.) Use the present tense where suitable: "Mayor Minor says he’s exhausted." But don’t use the false present in telling a story: "Inmates in the county jail riot--and take the warden hostage."    Listeners can’t see a wire-copy dateline, so you need to insert the place-name near the top. But don’t cram too much information into a story. And the fewer numbers the better.

___7. Don’t start with a question. Questions delay delivery of the news. People want answers, not questions.                          

___8. Don’t start with a quotation. Listeners can’t see quotation marks.  Don’t use quote, unquote, end quote or close quote. They’re ugly, interruptive and  NOT conversational.   If you must use exact words, set them off with a device like "in her words."

___9. Don’t use yesterday in your first sentence; it’s too long ago.  And don’t use continues in your lead; it tells listeners only that whatever has been going on is still going on. News is what’s new.

___10. Tell who before you report what someone says. Not every script needs attribution, but if needed, attribution precedes assertion.

___11. Don’t start with a participial phrase or a long dependent clause.  We don’t talk that way.  Don’t start with an unknown or unfamiliar name: introduce the name with a title or a label. And don’t start with a personal pronoun.

___12.  Think small: short words, short sentences, short stories.                                                                                          

   ___13. Develop the courage, competence and confidence to write simply. " You’re supposed to describe things in terms that make sense to the truck driver," Ed Murrow said, "without insulting the intelligence of the professor."                                               

  ___14.  Humanize your copy: abstractions don’t breathe or bleed.

___15. For emphasis, place the key word or words of the sentence at the end.  Usually,  put the time element (today, tonight), if needed, after the verb.  Your second sentence should answer any question(s) raised by your first sentence. Your third should answer questions raised by your second. And so on. Don’t raise questions you don’t answer

___16. Don’t predict. Don’t pretend. Don’t presume. Don’t parrot source copy.      Use your own words…. …..If you don’t understand it, don’t write it.
                                                                                                    When in doubt, leave it out.

___17.  Be fair and factual. Don’t take sides.

___18. Read your copy aloud. If it sounds like writing, rewrite it--for the ear, not the eye.   ………The art of writing lies in rewriting what has already been rewritten.                                                            

___19. Edit your copy rigorously. Omit needless words.  If you don’t need to leave a word in, you do need to leave it out. 

___20. Don’t hesitate to bend or break a rule--but only if it improves your script. It’s not wise to violate the rules," T.S. Eliot said, "until you know how to observe them."                   

2000 RTNDA Code of Ethics and Professional Conduct(edited)
The Radio-Television News Directors Association (adopted September 14, 2000)
PREAMBLE: Professional electronic journalists should operate as trustees of the public, seek the truth, report it fairly and with integrity and independence, and stand accountable for their actions.

PUBLIC TRUST:    Professional electronic journalists should recognize that their first obligation is to the public. They should
                                                             Professional electronic journalists should:
     •     Understand that any commitment other than service to the public undermines trust and credibility.
     •     Recognize that service in the public interest creates and obligation to reflect the diversity of the community

            and guard against oversimplification of issues and events.
     •     Provide a full range of information to enable the public to make enlightened decisions.
     •     Fight to ensure that the public's business is conducted in public.

TRUTH:   Professional electronic journalists should pursue truth aggressively and present the news accurately, in context, and as completely 

                     as possible.   Professional electronic journalists should:         •     Continuously seek the truth.      

 • Resist distortions that obscure the importance of events. • Clearly disclose the origin of information and label all material provided by outsiders.
Professional electronic journalists should not:    •     Manipulate images or sounds in any way that is misleading.         •     Plagiarize.                                                                                           •     Present images or sounds that are reenacted without informing the public.    •     Report anything known to be false

FAIRNESS:   Professional electronic journalists should present the news fairly and impartially, placing primary value on significance

                            and relevance.      Professional electronic journalists should:
     • Treat all subjects of news coverage with respect & dignity, showing particular compassion to victims of tragic crime

      • Exercise special care when children are involved in a story &  give children greater privacy protection than adults.
     •     Seek to understand the diversity of their community and inform the public without bias or stereotype.
     •     Present a diversity of expressions, opinions, and ideas in context.
     •     Present analytical reporting based on professional perspective, not personal bias.
     •     Respect the right to a fair trial.


INTEGRITY:  Professional electronic journalists should present the news with integrity and decency, avoiding real or perceived conflicts of interest, and respect the dignity and intelligence of the audience as well as the subjects of news.       Professional electronic journalists should:
     • Identify sources whenever possible. Confidential sources should be used only when it is clearly in the public interest to gather or convey

        important info or when a person providing info might be harmed. Journalists should keep all commitments to protect a confidential source.
     •     Clearly label opinion and commentary.
     •     Guard against extended coverage of events or individuals that fails to significantly advance a story, place the event in context, or add to

             the public knowledge.
     •     Refrain from contacting participants in violent situations while the situation is in progress.
     •     Use technological tools with skill and thoughtfulness, avoiding techniques that skew facts, distort reality, or sensationalize events.
     •     Use surreptitious newsgathering techniques, including hidden cameras or microphones, only if there is no other way to obtain stories of

            significant public importance and only if the technique is explained to the audience.
     •     Disseminate the private transmissions of other news organizations only with permission.

 Professional electronic journalists should not:        •     Pay news sources who have a vested interest in a story.
                                                                                 •     Accept gifts, favors, or compensation from those who might seek to influence coverage.
                                                                                 •     Engage in activities that may compromise their integrity or independence.


 INDEPENDENCE:  Professional electronic journalists should defend the independence of all journalists from those seeking influence or control over news content.        Professional electronic journalists should:
     •     Gather and report news without fear or favor, and vigorously resist undue influence from any outside forces, including advertisers, 

            sources, story subjects, powerful individuals, and special interest groups.
     •     Resist those who seek to buy or politically influence news content or who seek to intimidate those who gather & disseminate the news.
     •     Determine news content solely through editorial judgment and not as the result of outside influence.
     •     Resist any self-interest or peer pressure that might erode journalistic duty and service to the public.
     •     Recognize that sponsorship of the news will not be used in any way to determine, restrict, or manipulate content.
     •     Refuse to allow the interests of ownership or management to influence news judgment or content inappropriately.
     •     Defend the rights of the free press for all journalists.


ACCOUNTABILITY:   Professional electronic journalists should recognize that they are accountable for their actions to the public, the profession and themselves.     Professional electronic journalists should:
     •     Actively encourage adherence to these standards by all journalists and their employers.
     •     Respond to public concerns, investigate complaints and correct errors promptly and with as much prominence as the original report.
     •     Explain journalistic processes to the public, especially when practices spark questions or controversy.
     •     Recognize that professional electronic journalists are duty-bound to conduct themselves ethically.
     •     Refrain from ordering or encouraging courses of action which would force employees to commit an unethical act.
     •     Carefully listen to employees who raise ethical objections & Create environments in which such objections & discussions are encouraged
     •     Seek support for and provide opportunities to train employees in ethical decision-making.
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1. Plan and prepare the interview:   Do your homework !!!!

2.  Know your subject:  Research the interviewee and the topic.  Contact your interviewee 

        ahead of time to set up a convenient interview time and location.  Perhaps get some background info  

        from the interviewee ahead of time.  While you may discuss possible topics, do not give questions to

        the interviewee ahead of time.  Get the interviewee to pronounce his/her name and title ON TAPE!!!

3.  Have a purpose / goal:   Know it ahead of time; plan the interview accordingly.

4. USE OPEN-ENDED QUESTIONS: These get short, essay type answers.
---AVOID CLOSED QUESTIONS: These only get one word or very short phrase answers.

---KISS (Keep questions simple and short.) Keep questions focused, one topic at a time.

5.  Begin with an icebreaker question:  Make your interviewee feel comfortable by

               asking a worthwhile opening question that he/she can answer easily without feeling overwhelmed or 

               intimidated.  Save the tougher questions for later.

       6.  Build the interview logically: Plan a sequence of questions that builds to your most 

               important questions.  Have a logical organizational plan.  Only ask questions which elicit information that is 

               unavailable through research, that is worthwhile of doing an interview, that provides insight or emotion, or 

               that adds to your topic or provides answers that your audience needs or wants to know.  

                                             -----Do NOT waste the time of the interviewee by asking obvious questions that could 

                                                    be answered on your own  with just a little homework.

7.   LISTEN !!!  It is the most important interviewing skill.

---USE FOLLOW-UP QUESTIONS
                       


  ----- Be flexible;  adjust as you go.   Do NOT just stick to your prepared 

                                                          questions; Listen to the interviewee’s answers.  Follow up and if necessary change 

                                                          directions based on what you hear and your purpose/goals. 

8.  Do NOT interrupt the interviewee.  Only communicate nonverbally when the 

      interviewee is talking.  Don’t say things like, “Yes…” or “Uh-huh….”   Use head nods to encourage the 

         interviewee.  Use other gestures to move the interview along.  We should not hear your voice when 

      the interviewee is speaking.

     9.   Be conversational.  Do not just sound like you are asking a list of questions.  

10. Be Professional & TAKE THE HIGH ROAD !!!

     Remember that the interviewee is the important person in the interview.  Do NOT try to be the 

   star.  Do NOT try to show how much you know.  Do NOT assume answers and do NOT frame your 

     questions with what you think the interviewee thinks or feels. The audience wants to hear what the 

     interviewee has to say, not you.  You represent the audience and your station.  Ask intelligent, 

     professional, respectful questions that give the audience access to what they want to know or 

     understand.  BE SURE TO THANK THE INTERVIEWEE WHEN THE INTERVIEW HAS ENDED.

Broadcast Interview Fundamentals Checklist:
Preparing for the Interview:
___1.  Carefully research                          

___2.  Be sure interview topic is of interest or importance to the audience.

___3.  Limit the number of topics so they can be discussed in-depth.

___4.  Plan some open-ended questions in advance.      Do NOT submit questions in advance.

___5.  Write out or at least make notes on the introduction and the conclusion.  

The Interviewee:
___6.  Make your interviewee “feel at home;”  establish a comfort level.

___7.  Establish interviewee’s credentials at the star,    Occasionally and indirectly re-establish interviewee’s name and credentials.

___8. Remember that the interviewee is the star and the expert.

___9.  Avoid pre-interviewing.  Try to keep pre-interview discussion to icebreaker topics.

Conducting the Interview:
___10.  The interview should be a “conversational discussion.”  Do not just make it questions & answers.

___11.   Try to establish a “nonthreatening atmosphere.” 

___12.   The most important skill to use in an interview is to LISTEN (& show appropriate interest).

___13.   In general, base questions and discussion on guest’s statements. Use follow-up questions.

___14.   Build each interview toward a high point or climax.

___15.   Do NOT interrupt with meaningless comments or sounds or fake laugher or “uh-huhs,” etc.

___16.   Point up and emphasize important answers, but don’t “parrot” the interviewee’s answers.

___17.   Stay calm and focused, even if interview is not going well.        Keep control of the interview.

___18.   Make logical, smooth transitions to new subjects.

___19.   Always be ready with your next question or topic, but don’t let it distract you from what the 

              interviewee is saying, and don’t stick to your questions if there is a better topic to follow up.

___20.  Do not ask more than one question at a time.  Stick to one topic at a time.   Keep it simple.

___21.  Make questions simple, brief and to the point, but don’t come off as rude or disinterested.

___22.  Avoid closed questions which result in yes/no answer or which result in very brief or one word answers.
             Instead, strive for all open-ended questions which result in short “essay type” answers.

___23.  Avoid obvious questions.  Avoid predictable questions.   There is no point to an interview if the audience already knows the information or

              can easily get it elsewhere.  Strive for info, insights, emotions, etc. that the audience would not know or experience without your interview.

___24.  Do NOT answer the question as you ask it.  

___25.  Do NOT use the questions or the interview to make yourself seem like a star or an expert.

___26.  Question jargon or terms the audience might not understand. Request clarification for anything your audience might not “get.”

___37.   Ending the interview:  Before ending the interview, ask the guest whether he/she has anything  else to add.   Then, do not say things 

              like, “Our time is up..,” but find a more subtle and smooth way of making it clear to the guest and audience that the interview is ending. 

Additional Advanced Interview Tips From Various Professional Sources:
· Don’t be rigid with your prepared questions.  LISTEN, and go with the flow.  The answers will dictate the direction of the interview, although never lose sight of your interview goals.

· Learn to interrupt when necessary, but to not intrude.  If an answer is too long, pick a natural spot to “slip in” (between thoughts, at phrase endings, at breath points, etc.)  In a long “monologue” answer, grab the interviewee’s point, feed briefly back as you lead into your next question.

· The interviewee might “recite” well thought out answers.  Use follow up questions to ask the unexpected but pertinent questions, so you will get past the planned responses and into the thoughts and emotions of the interviewee.

· Feelings follow facts.  Feed back content and then go for the feelings beneath that content.

· Long time NBC TV correspondent Bob Dotson claims, if you let them, people often answer a question three times.  First they tell you what they want you to hear.  Second they explain the answer.  Third, they blurt out a sound bite, if you don’t immediately jump into the follow up question.  Sometimes silence will make the interviewee feel the need to add more or explain in sharper focus, thus providing the more thought out, interesting and responsive answer.

· The nonquestion question:  Sometimes, rather than just jumping into a tough topic, just start a discussion in which the interviewee is feeling at ease and feels as if you are relating to him/her rather than just questioning the person.  Then gradually bring the subject to the topic you want to discuss.  Within the conversation, you could get a “less guarded” answer for your sound bite. (Especially effective when you are doing edited interviews.)  This is similar to the concept of using icebreaker questions at the start of an interview.

· Focus on one issue at a time; ask one question at a time; keep it simple.

· Be human. Be human. Be honest.  Ask interviewee questions the audience wants to know, even on tough subjects, but don’t phrase them as tough-sounding questions.  To focus questions on tough topics, pick a key phrase from an interviewee’s answer and turn it into an open-ended question:  Interviewee: “We’ve had some difficult times.”  Interviewer: “What do you mean by difficult times?”

· Empathize (different than sympathize):  Put yourself in the place of the interviewee to understand what the person is feeling, the person’s logic, the need to further explain an answer.  When interviewing someone about an emotional experience, do NOT interview about the emotion.  Let the emotion show naturally.

· Don’t do interviews; do conversations.                                                 LISTEN  more than you talk:
· “The most basic of all human needs is the need to understand and be understood.  The best way to understand people is to listen to them.”…..Ralph Nichols, “Are You Listening?”

WRITING AROUND SOUND tips:    Actuality stories  09 

(also good for the 2nd half of the page for wrappers: the story itself)  

When  using actualities (sound bites), follow broadcast news writing rules.  However there are a few additional rules, listed below:  

An actuality story is usually 3-sentences.  The usual “hard lead,” followed by the lead-into the actuality,  and then the lead out (sentence after the actuality.)

____1.  THE LEAD:  Just like any other news story, start with a good, hard lead that follows all lead rules. 

____2.  THE LEAD-IN: (Do not confuse this with the lead to your story.  The lead-in is the sentence right before the actuality.)

----It should be a complete sentence.


----It should in some way identify the speaker.

----It should prepare the listener for what will be heard in the actuality.  However, it should “not point to the actuality, 

                    and it should not echo (not repeat) anything that will be heard in the actuality.

----It should be able to stand alone.  If the actuality was not there or did not play, this sentence (and the entire story) 

                    should still make perfect sense, and the audience should not be able to tell that there was supposed to be sound.

____3.  THE ACTUALITY: (THE SOUND BITE)


----It should be between 10 and 20 seconds, and must be quality sound.  It is supposed to enhance your story, not

                    distract from it and not make you sound unprofessional.  It must add to the story, not be just sound for sound sake.


----The sound must have a purpose and must forward your story.  It should be content better said by the source than by the reporter.

____4.  THE LEAD OUT (also called the TRANSITION OUT):  (THE SENTENCE AFTER THE ACTUALITY.)


----It should be a complete sentence.


----It should logically follow what was said in the actuality.
----It should bring the story forward.


----It is usually the last sentence of a news story, so it should be a logical ending.


----It should not echo (repeat) anything that was heard in the actuality or anything that was said previously in the story.


----It should not “point” to the actuality.


----It should, in some way, again refer to the speaker heard in the actuality.  (Usually you re-identify the speaker in a 

                         statement that adds something else the person said.)…You do NOT use the word “also.”  The word “says” may be used again.


----It should be able to stand alone.  If the actuality was not there or did not play, this sentence (and the entire story) 

                    should still make perfect sense, and the audience should not be able to tell that there was supposed to be sound.

4.  THE STORY:  ----Keep it simple and short.  ----Write the story like any other news story.

----Usually, you follow the hard lead with a lead-in to the actuality. 


----After the actuality, write just one more sentence  (the transition out).

----Never echo (never repeat) anything in the actuality.


----The entire story (all of the actual writing) must be able to stand by itself, without the sound, if necessary.

5.  THE FORMAT:  Type it, with the proper heading.


-----Write your lead and the sentences leading up to the actuality like you would any other news story.


-----Skip some space and then in large, dark brackets, type the following actuality info, centered, and on 3 lines:






----SLUG:  the last name of the speaker     “on”     a one word topic






----IN:  the “in” is the first 3 words of the actuality






----TIME:   the length (time) of the actuality






----OUT:  the “out” is the last 3 words of the actuality

-----Skips some space and then write the rest of your story (the transition out).

6.  EXAMPLE:


The Facts: It is the first day of school at West Windsor-Plainsboro High Schools.  Most parents in the district seem to be 

              thrilled about kids going back to school; most students seem to be unhappy about going back to school.  School 

              Superintendent Dr. Robert  Loretan, in an interview with our station, discussed the first day.


The Actuality: (what is on the 20 second sound bite from Dr. Robert Loretan): “We consider every day to be crucial, so 

                            all teachers will give assignments today.  We will get off to a fast start.  Students better come to school prepared to work.”


       BAD EXAMPLE:





       BETTER EXAMPLE:
West Windsor-Plainsboro High Schools are starting                           West Windsor-Plainsboro High Schools are starting a new school

a new school year today.  Superintendent Dr. Victoria                        year today.  Superintendent Dr. Victoria Kniewel (knee--you—ELL)

Kniewel (knee--you--ELL)  says this:                                                  says education is a priority, even on day one:

      Kniewel on 1st day                                                                                     Kniewel on 1st day


      In:  “We consider every…”                                                                      In:  “We consider every…”


                :20                                                                                                                  :20


      Out: “…prepared to work.”                                                                     Out:  “…prepared to work.”    
Kniewel (knee--you--ELL) warns students to come prepared                Kniewel (knee--you--ELL)   says she’s anticipating a great year.


to work.

ACTUALITY STORY  Process (11):
(For writing tips, read the “Writing Around Sound Tips—Actuality Stories” handout in the Newsroom Handbook)

(IMPORTANT NOTE:  The process requires mentoring which involves a lot of back and forth communication.  Allow at least two 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.)
____1.   GET APPROVALS from designated person:  (usually teacher, news director or mentor)


         ----A.  Interview questions / topics and interviewee must be approved ahead of time.


         ----B.  Set up interview date and get the date approved before conducting the interview.

                                (NOTE: Unless told otherwise, have three or more topics, and three or more sequential 

                                 open-ended questions for each topic.)

                     ----C.  Choose your actuality (sound bite) and edit it down to 10 to 20 seconds.  Get it approved. 

____2.  AT HOME:   ALL written work should be done at home, INCLUDING PRINTING.

                          ----Get writing approved by designated person before finalizing it.

                          ----Print  2 final  copies AT HOME.    (One for North and one for South)

                          ----Back of each printed copy: (in very large print):  Write the KILL DATE and your CODE   

                          ----Bring to class:  The printed copies AND your USB drive (with the paperwork saved on it) 
____3.  AT SCHOOL:
                           ----Edit your actuality:  Show PRIDE in the editing and in the quality of sound.

                           ----Save the actuality to the server:  You MUST follow the saving procedures below.   

                           ----Save the written work (copy) to the server:  You MUST following the saving procedures below.

                           ----BACK UP your actuality & writing (copy) in the correct folders in your folder on the server &  on USB drive.  

                                                  ---NOTE:  This step is MANDATORY & you must use correct file names, etc. 

                           ----IN-BASKET:  HAND IN printed copy ONLY AFTER ALL OF THE ABOVE IS COMPLETE.  

                                       ---NEVER hand in paperwork unless all steps are completed and correct. 

                                       ---IMPORTANT NOTE:   Once you hand in an actuality story, the story must be ready  for air; if it is 
                                                        not approved or not ready in ANY WAY, then it will receive no credit and you will have to start the process over 
                                                        with a new topic.  Get feedback, revise and get approval before handing anything in.   

 ____5.  SAVING PROCEDURES:  MANDATORY IN ORDER TO RECEIVE CREDIT.
                           ----THE ACTUALITY:  Save the sound bite in the correct folder on the server:
1. Click on the News Folder.

2. Click on the News with Sound Folder.

3. Click on the Actualities Folder.

4. Type in the correct file name (see below)

5. Make sure you are saving it as the correct file type: Windows PCM (*.wav)
6. When you are positive that the file name and file type are correct, then SAVE.

       Also back it up in the correct folder in your folder on the server AND on your

       USB drive.  Backing up in the correct folders is mandatory.

                           ----THE COPY (Writing):    Save your writing  in the correct folder on the server:
1. Click on the News Folder.

2. Click on the News with Sound Folder.

3. Click on the COPY Folder.  

4. Click on the Actuality Story Folder.

5. Type EXACTLY the same  file name as you used for the actuality (see below)

6. SAVE, and then also back it up in the correct folder in your folder on the server AND on your USB drive.  Backing up in correct folders is mandatory.

                           ----FILE NAMES: (Actuality AND Copy file names MUST BE EXACTLY THE SAME):  
                                            (in this EXACT order:)                   KILL DATE—SLUG---CODE
                                            EXAMPLE:                                       3-16-08--Hseuh on Apples—7B 
                (NOTE:  The slug and kill date of your file names MUST EXACTLY MATCH the ones on your paperwork.)
KILL DATES: ONE full SCHOOL WEEK after the Friday of the week you hand it in (unless told otherwise by teacher)

BEAT FLASH PROCESS (11)

STEP 1:  Use beat flash template.  Type the heading on top in the header: (slug, time, writer/code, kill date, page _ of _)

STEP 2:  Type the flash following all news writing rules ( include a source above each story). Type the outro in the footer.

STEP 3:  Make sure you follow all directions and requirements given as part of the assignment.

STEP 4:  Proofread out loud and edit yourself.  Strive for as perfect a flash (including timing) as possible.

STEP 5:  Once you think it is perfect, e-mail it as an attachment to your designated mentor for feedback.  This is 

                required, unless mentor or teacher wants to do another way.  You must go back and forth with the mentor 

                until the mentor gives you final approval.  Allow at least 2 full school weeks to pull off this process, but 

                more time is better.  Mentors must be given at least 48 hours (only school days count) to respond to each 

                communication.
STEP 6:  How to use Mentor and Teacher Feedback for Flash Beats:
This process is designed to make you as good a writer as possible, and in order for that to happen, once you send your flash to your designated mentor, you will likely receive a lot of feedback.  At first, we often rewrite most of your stories so you have "models" of what the stories should look like, and so you can visualize the corrections that we want.  Then we provide comments to explain the corrections, AND WE PROVIDE A LOT OF TEACHING in these comments.  IMPORTANT: 

          1.  Do NOT feel overwhelmed or frustrated (or lose confidence) by so much feedback.  It is the best way to learn.

          2.  Do NOT just make the corrections to “get it over with” or to get a grade.  No learning takes place that way.  You 

               must compare your original and the revisions with comments, and force yourself to understand exactly what we 

               need you to do to improve.  Understand the "why" behind corrections.

          3.  If you do NOT understand, then it is your responsibility to find a way to have it explained to you. Ask questions, or 

               even better, print both versions and ask your mentor or the teacher to go through it with you.  

          4.  APPLY the changes and feedback to all future writing, in class newscasts, in prep flashes, in beat flashes, and in all

               of your writing.  We will not always keep correcting the same mistakes. We need to see you apply your news skills 

               so we can correct other things, more advanced writing skills need to be taught once you master the initial skills. 

          5.  NEVER shortcut this process.  You need to really try to send perfect flashes each time, to show that you have 

               learned from previous feedback and that you really do understand the top ten news rules list.  

Again, EVERYONE goes through this process.  The students who end up succeeding in this class are the students who crave this type of learning because it is a sure way to make you really grow a lot.  We will evaluate you based on your process and on how much you apply your learning to all future work.

STEP 7:  Revise your flash based on the mentor feedback, e-mail it back to the mentor (or do in person if mentor or teacher agrees to it), and go back and for until the mentor gives you approval to finalize.  Remember, always proofread out loud to hear how your flash sounds.

STEP 8:  Steps for finalizing your flash beat (after going through feedback process) :
(Note: Your mentor must give you approval to finalize before you do these steps)
1.  Print 2 Copies (one for North and one for South)....Try to get it onto one page, but if there are two pages, then put a 

     heading on each page (make sure the page numbers are correct) and staple the flash together.  Print and staple at home.

 

2.  On the back of ALL PAGES in LARGE PRINT, write the kill date and your code.

 

3.  Save the writing (called Copy) onto your USB drive.

 

4.  When you get to school, save the writing from your USB drive to the server in the Flash folder (there will be a folder 

     inside that says Beat Flashes.....If you can't find it, then ask the teacher......)

 

5.  Also save the flash (copy) to your folder on the server......in the appropriate flash folder.

 

6.  The file name for all of this saving is:  kill date  Beat Flash  Your code
 

7.  WHEN YOU ARE POSITIVE, that you have done all of the above correctly, and that your printouts are perfect, with proper heading, stapled, kill date and code on the back of each page, etc. then place the printouts into the IN-Basket.

 

8.  Remember that once an assignment is handed in, you will only receive credit if you fully went through the process and if you did everything correct and the assignment is ready to be approved and aired.....If there are flaws, or if you did not follow any part of the process correctly (including the saving), then you will not receive credit..........All revision, feedback, help, saving, etc. must be done correctly before handing in the paperwork.

 

 

9.  Remember, unless otherwise told, you must work on only one beat flash at a time.......

10.  Also remember that the process involves giving mentors and teachers enough time to go through the process with you.....You must always allow mentors at least 48 hours (only school days count) to respond to each communication. The whole process might take 2 full school weeks

A CLOSER LOOK (radio package) PROCESS & PROCEDURE TIPS (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.  Allow at least two 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.)
                 __After the interview, edit your actualities (10 to 20 seconds each) (A Closer Look usually has 3 actualities; other packages might have more.)

__3.  TYPE the script for the closer look/radio package:  Use the correct template.  Type the info into the intro, 

           and then type your script around the three sound bites using all news writing rules and writing around sound rules. Unless told otherwise, your 

           closer look should be one minute.  (Some radio packages might be longer, but closer looks are one minute unless told otherwise.) 

 

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

         example of a closer look outro:   "This has been Priyanka Tilve with a 107.9--FM Closer Look at outsourcing in schools."

 __5.  Type the HEADING (in the header):  
                                 ----a slug (topic): (your last name) “on”  (a one word topic).    Example:   Tilve on outsourcing
                                 ----Time: (TOTAL time of your closer look, including the intro)  
                                 ----Your name and your code:  Example:   Priyanka Tilve (3C)
                                 ----The kill date:  3/16/11    (unless told otherwise, it is two FULL school weeks AFTER the Friday of the week you hand it in);
                                 ----Page numbers:    Page 1 of 1  (Try very hard to get it all onto one page, unless it is a radio package that was assigned as a longer story.)

                                 ----On the line below the heading, UNDER THE SLUG, write the source(s) of your info,  like this:     
                                Example #1:  Source:  Interview with Dr. Victoria Kniewel    Example #2:  Source:  CNN.com and Interview with Dr. Victoria Kniewel

__6. GET YOUR writing and actualities APPROVED by your designated mentor. 

__7.   FINAL FEEDBACK: Do NOT finalize or put your work into the news folder until your mentor gives you permission. 
__8.   AT HOME:  When your script is finalized and approved:  
            ----Print 2 copies of your paperwork (one for North and one for South) 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 / Edit your Closer Look (intro and the actual Radio Package including sound bites and 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 closer look onto the server.  Save it as the correct file type: Windows PCM (*.wav)     It MUST BE 

                     SAVED IN THE CORRECT FOLDER:  Go to NEWS FOLDER; within that choose NEWS WITH SOUND FOLDER; within that, choose the

                     CLOSER LOOK and all Radio Packages (production only) folder, within that save your produced story in: the FULL Production folder.

            ----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 (in closer look 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:                                       3-16-11--Tilve on outsourcing—3C 
                           (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.

                 ------As a further back up, save each individual actuality in the correct folder:  Go to NEWS FOLDER; within that choose NEWS WITH 

                        SOUND FOLDER; within that, choose the CLOSER LOOK and all Radio Packages (production only) folder, within that save your 

                        individual actualities in: the Only Actualities for Closer Looks folder.     The file names for each actuality are similar to any news sound 

                        file name, EXCEPT you must number each actuality in order, with the number coming after the name of the speaker: 

                           Examples:     3-16-11 Kniewel (1) on money 3C         3-16-11 Kniewel (2) on custodians 3C           3-16-11 Kniewel (3) on future 3C    

              ----HAND IN  the paperwork ONLY AFTER all of the above IS 100 % COMPLETE AND CORRECT. 
 ____10.  CHECK YOUR WORK: Once you hand in a Closer Look, 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 !

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 !

THE GREAT 108 ROUNDup:  FORMATICS11

 (OVERALL ROUND UP TIME:   12  Minutes)                 Red, Black & Blue =  Directions                 Green = What You SAY on air

	DIRECTIONS:
	SCRIPT:    WHAT TO SAY:

	PREVIEW:             (1:00)

Play  DOUGHNUT:
Teases:  (:30)

Before music ends, say:
	Over doughnut ‘s  music bed read exactly 30 seconds of TEASES (at least one sentence for each category)
“Those stories and more, NEXT, on the Great 108 Roundup”

	1st SEGMENT:        (3:30)

Newscast:   (3:00)
Weather:  (:30)

Start weather music bed 


	( WAIT FOR END OF DOUGHNUT and then  SAY: )
“Good ______(morning, afternoon, evening, etc.)_______

This is_(each host says own name)_with 107.9—FM News for say day & date.”
(Read most important story first & then fill 3:00 with many stories, including at least one sound story.  Hosts should alternate reading stories.  The usual order of stories:

1. Local News Stories (at least 4)                            2.   State, national and world stories; 

3. Community Datebooks (school and community events)    4. TRAFFIC (When locally important)
(Pause, then SAY:)
It’s currently_(say current temperature and/or weather condition)_ in Princeton Junction. 

And now your 107.9--FM local weather forecast for say day & date.” 
                        (Read an UPDATED local weather forecast here)

“Again, it’s _(say current temperature and/or weather condition)_ in Princeton Junction.”
(…pause)         “And that’s the news on 107.9—FM….. 

   Sports and entertainment are next…on The Roundup….”

	PROMO    (:30)
	                                                          

	2nd  SEGMENT:      (2:30)

Sports (1:30)

Play Sports Sounder 

Over instrumental music, SAY:

Before end of music, SAY:

Entertainment (1:00)

Play Flash DOUGHNUT

Over instrumental music, SAY:

Before end of music, SAY:
	“Good ______(morning, afternoon, evening, etc.)_______

This is_(sportscaster says name)_with 107.9--FM Sports for say day & date.”
(Read a minimum of 3 local stories, plus state, national, and world stories…..Then “HIGHLIGHT” the local sports schedule and/or results.  Fill the exact time required.) 

“This has been _(sportscaster says name)_with 107.9—FM Sports…….  

-----------------------------------------------------------------------------------------------------------

  FLASH
“This is _(Flash person says name)__ with the 107.9—FM
   Entertainment Flash…...”
(Read many 2-line flash entertainment stories including local and others)  
“This has been _(Flash person says name)_with the 107.9—FM 

  Entertainment Flash for say day & date.”

	SCHOOL PSA   (:30)
	

	3rd  SEGMENT:      (1:30)

Special:  (1:00)
Viewpoints:  (2:00)
Play Viewpoints Sounder 

Recap & Sign off:  (:10)
Play Ending Sounder  
End of Sounder/Jingle (:15)
	“It’s time on 107.9—FM for your Great 108 Roundup Special:” 

(Verbally “set up” and then play or have someone read a  prepared special)

-----------------------------------------------------------------------------------------------------------

(Over instrumental music within sounder, briefly explain what viewpoints. Follow with three 40 second mini-debates on current event topics. Wrap up with a brief closing.)

-----------------------------------------------------------------------------------------------------------

( Ending Sounder begins with instrumental music; over the instrumental music SAY: )
“….Recapping our top stories for    say day & date …..”

(Read or ad-lib one line summaries of some of your top stories and then say:)

“And that's THE GREAT 108 ROUND UP…This has been _(each host says own name)_for 107.9—FM, W-W-P-H, in Princeton Junction.”


“MR. A’s”


Top 10 Broadcast


NEWS


   Tips (11)








�





�





        SPORTS STORY:  Rare Exception: (only when necessary) 


Your lead may include past tense or include what already happened ONLY if you are writing about a game/event that already happened.  However, use this exception only when you have to.  If there is another good way to write it, then do so.





        ADVANCED BROADCASTERS ONLY:  Rare Exception: (only when necessary) 


In a full newscast or flash:  For up to 2 LEADS, you may use the perfect present tense (examples: have survived; has discovered, etc.);                        In a news story: When appropriate and necessary, you may use an attention-grabbing name or number in the lead. 
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