Eagle View Reporting Guidelines:

Story Development, Content and Submission  (Revised 5/3/12)
Story Development
· Consider the story’s purpose.  From what perspective does your editor want the story be written? What purpose is the story to serve?  Keep in mind the requested angle for the story.
· Consider your audience.  What will your readers know already, need to be told, or expect to find out?  Anticipate your readers’ questions.
· Prepare several lists of questions.  Some questions, like those above, you should ask your editor before you do anything, including research or interviews.  Some questions may be answered during your research stage.  
· Do print and online research.  What has been reported in Eagle View before about this topic?  What is the bigger background/context?   What can you learn about it on the NWACC website; from other online sources; from online databases such as ProQuest, LexisNexis and EBSCOhost; and from reports in local, regional or national news sources?  Who or what is quoted or cited?  Study sources to develop good interview questions.  Use this work to choose who you’ll interview.
· Add to the list of contact persons.  Your editor will give you a start, but try to add to it.
· Set up and conduct interview(s) to get the rest of the answers you seek.  Use the interview tip sheets provided to you and also available in the Eagle View newsroom.
· Network with your assigned photographer or graphics person, or both, to illustrate your story.
Content
· Try to include a variety of sources in every story.  Find and use information from print, electronic, and human sources (see above under Do research).  Report context, history, and background.
· Always try to get a mug shot of any persons interviewed.  Most point-and-shoots will work.
· Include a variety of student responses or views. Always get students’ names and majors!!! 
· Report all sides or viewpoints.  What do students think? Staff? Administrators? Faculty members? Members of the community (if appropriate)?
· Stay neutral and objective.  Don’t use “I” or “me” in any stories except, sparingly, in reviews and features.  Not sure what kind of story you are writing?  Ask your editor.
· Pay attention to verb tense.  Always use past tensed except use future tense for upcoming events.  
· Write a strong lede (or lead) sentence for news stories that tells your readers the who, what, when, where, why and how of the story (or use the most pertinent of the 5 Ws and H).
Submission 
· On the first page of a new, blank document, begin by typing the story slug (the one provided in the news budget).  Below it, type your name.  Use a plain, size 12 pt. font. 
· Double space and spell check often.
· Use the EV Style Guide, Media Writer’s Handbook, and the Associated Press Stylebook for how to handle position titles, TDP, abbreviations, contact info, using and punctuating direct quotes, giving proper attribution to sources, difference between “number” and “amount,” etc., etc., etc.
· If your article is longer than one typed page, at the bottom of each page except the last, type the following, centered:        --------MORE---------

· On the last page, several lines below the last sentence, type the following, centered:       ----30----

· Proofread your draft carefully. Use spell check often.  Especially check names!!
· Save and name the file: Save the file in .doc or .docx file format.  Name the file the story slug.  If you are submitting a final revision, add the word Final to the slug in the subject line.
· Attach the .doc or .docx file to an email addressed to eagleview@nwacc.edu.

· In addition, copy and paste your story into the text box of the email. 
· Email story by its deadline.
Never hesitate to ask your editor, lab supervisor or faculty adviser for help!

