PRIVATE tabstops:<*t(0.0000,0," ",103.5000,0," ")> Making Things Happen: A Process Approach to Planning

STEP 1. Identify Purpose and Principles:

WHAT ARE WE DOING and WHY SHOULD IT MATTER TO OUR READERS?

STEP 2. Brainstorm Action Steps:

HOW and in WHAT ORDER WOULD WE ACCOMPLISH IT?
STEP 3. Create Backout Schedule:

WHAT ARE MY DEADLINES?

NATURAL PLANNING WORKSHEET

Write a sentence that best answers the three questions below. Keep in mind, the idea is to use the questions to tightly focus your story idea. 

-What is the question you hope to answer in this piece? 

-What is the nut graph? (you and your editor will need to continually tweak it to keep the focus tight) 

-Why should the reader care? 

Example that works: Focusing question: I want to know why suspensions have jumped by 150 percent in the last five years in school districts in Passaic County. Nut graph: Teachers who are frustrated by a lack of parental supervision and involvement are turning more and more to suspensions. Why care: Kids may be out on the streets instead of in school, suspensions are not a proven motivator for better behavior, etc.

Focusing question:

Nut graph:

Why care:

STEP 2. Brainstorm Action Steps:

Think of every possible thing you’ll need to do to complete the story, and list them below. 

Examples: Talk with photo. Talk to Jan about graphics. Interview victim. Transcribe notes. Enter budget line on weekbook. Map out reporting time. Rewrite. 

When you’ve got a complete list, go through it and number it in the order the items should be accomplished.
HOW and IN WHAT ORDER WOULD WE ACCOMPLISH IT?
STEP 3. Create Backout Schedule:

WHAT ARE MY DEADLINES?

Publication date:

Copy, photos, graphics to copy desk:

Final draft submitted to city editor:

Draft submitted to ACE:

First draft submitted:

Graphics, photos in/proofed:

Post-reporting conference:

Reporting check-in:

