Investigative reporting/editing checklist -- FAST TRACK

This system is designed for off-the-news and competitive investigations that can
and should be done quickly. We should be working on stories on the Fast Track
with an eye to publish anywhere from one day to two weeks after we launch.

Launch

statu

dat

Responsible parties

Have we checked news archives and other news databases?

Have we created a folder on the server for this story?

Have we made a list of key stakeholders (and their contact info) includling any
regulators?

Have we asked for any guidelines or rules that explain how things are supposed
to work?

is a CAR specialist participating in the framing of the idea?

Have other reporters with overlapping responsibility been consulted?

Have we developed a clear working thesis and identified the central question(s)?

Have we started building a basic chronology of key events?

Have we started backgrounding the principal players?

Have we drafted an inventory of documents and databases that we need or have
from allrelevant agencies?

Have we begun making all our written public records requests?

Are we keeping good hard-copy files?

Is there a clear division of labor?

Have we consulted with photo, graphics, design, news research and the web?

Have we submitted assignments for photos and graphics?

Have we assigned photos and graphics?

Have we composed a working budget?

Have we identified lead writers on the main stories?

Are we being fair and responsible?

Are we scheduling daily checkpoints as a team?

Are we filing daily updates into the Investigations Folder on the server?

Has Mark briefed Ken and Jeff

1st Touch Base (This should happen at end of flrst day or by next morning at
latest)

status

date

Responsible parties

Have we identified clear themes or findings?

Are we tackling these themes as stories we can bite off now?

Have we requested any additional documents and databases?

Are we playing devil's advocate?

Are we beginning to analyze our data?

Are we double checking our math?

Are we talking through our assumptions, our theories and our methodologies?

Have we outlined what we have so that we can start to write?

Have we started writing yet?

Have we set writing deadlines?

Have we attem pted to reach all the key
companies that are the subject of the in

ayers, including any individuals or

pl
vestigation

Are we having fun?

Has Mark briefed Ken and Jeff

2nd Touchbase (on highly urgent and competitive stories, combine with 1 st
Touch Base

status

date

Responsible parties

Do we have a plan to fill any holes we've identified in our first draft?

Do we have momentum?

If the story is branching out in different directions do we have a plan to tackle
that?

Is the budget updated?

Have we requested any additional documents and databases?

Have we alerted Register lawyers to the story?

Are we meeting our investigative standards?

Are any final photos and graphics being assigned and completed?

Have we discussed whether we're being fair and responsible?

Are we integrating a Web and design strategy?

Are we touching base daily as a team?

Has the main story been sent to editing?

Editing and production phase

status

date

Responsible parties

Has the team leader edited the story and gone over it with Register legal
counsel?

Mark distributed the team leade
ributed by 6 p.m . are due back t
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t

~aa T
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eff, Ken and Mark met their deadlines to share feedback with the team

Has the team leader notified Excelsior?

Is Mark coordinating with design and section leaders on space and play?

If warranted, has marketing been notiffed and are they keeping our media
partners informed?

Do we have signoff from Ken, Jeff, Mark and the team leader?

Final stretch

status

date

Responsible parties

Has a formal space request been made by Mark?

Have any significant changes been reviewed by Register lawyers?

Do we have a strategy for follow stories?

Have team representatives reviewed proofs and final versions?

Have the lawyers signed off on graphics, online and any photo captions?

Have the wire services been notified by Mark?

After Publication

status

date

Responsible parties

Are we making sure we refer to the Web with all follow stories?

Are we making sure we run an " box with all follow

stories?

about the investigation

Are we making sure to request follow stories for awards/contests




THE FAST TRACK PROCESS

At the discretion of Mark and the team leader, investigations can enter the Fast Track.
These are usually pretty obvious stories -- including off-the-news and competitive situations.
They also will apply to stories with tight timelines (The Recall election is an exam ple). One
important caution: This is not a subsitute for our norm al process and we need to guard

against over-using the Fast Track. To that end, Ken and Jeff will be apprised whenever we
decide to move on the Fast Track. Mark will designate an appropriate team leader to run
each Fast Track investigation if overlapping neighborhoods are involved. It is the team

leader's job to run the story, to schedule regular checkpoints and to make sure the checklist
is followed. Checkpoints can occur a couple times a day in small groups. More form al
"touchbase" meetings occur with Mark and the team . It is Mark's job to make sure we are
meeting our investigative standards. Depending on the story, these meetings will substitute
for a checkpoint.

Sign off for Fast Track investigations is expedited.

1. Like all our investigations, one team leader or senior team leader is designated to run the
investigation and has the flrst level of sign off.

2. The story typically needs to be vetted by Register legal Counsel. This vetting is to be
handled by the team leader in consulation with Mark.

3.0nce the team leader is satisfled with the story and it has been vetted, it goes to Mark,
Ken and Jeff for final sign off. (Typically, Mark will be closely collaborating with the team
leader on earlier drafts to keep things moving as quickly as possible.)

4. Ken, Jeff and Mark are expected to read the story as soon as possible. Any feedback from

Ken and Jeff is funneled through Mark. Changes are made and run by Grossberg if necessary.
Section leaders can be tapped by Mark as consultants on the story, but they do not have
formal sian off






