
Investigative reporting/editing checklist -- FAST TRACK

T h i s  s y s t e m  i s  d e s i g n e d  f o r  o f f - t h e - n e w s  a n d  c o m p e t i t i v e  i n v e s t i g a t i o n s  t h a t  c a n  
a n d  s h o u l d  b e  d o n e  q u i c k l y .  W e  s h o u l d  b e  w o r k i n g  o n  s t o r i e s  o n  t h e  F a s t  T r a c k  
w i t h  a n  e y e  t o  p u b l i s h  a n y w h e r e  f r o m  o n e  d a y  t o  t w o  w e e k s  a f t e r  w e  l a u n c h .

Launch
s t a t u
s

d a t
e Responsible partiesResponsible parties

Have we checked news archives and other news databases?

Have we created a folder on the server for this story?
H a v e  w e  m a d e  a  l i s t  o f  k e y  s t a k e h o l d e r s  ( a n d  t h e i r  c o n t a c t  i n f o )   i n c l u d l i n g  a n y  
r e g u l a t o r s ?
H a v e  w e  a s k e d  f o r  a n y  g u i d e l i n e s  o r  r u l e s  t h a t  e x p l a i n  h o w  t h i n g s  a r e  s u p p o s e d  
t o  w o r k ?

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?
H a v e  w e  d r a f t e d  a n  i n v e n t o r y  o f  d o c u m e n t s  a n d  d a t a b a s e s  t h a t  w e  n e e d  o r  h a v e  
f r o m  a l l  r e l e v a n t  a g e n c i e s ?

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
1 s t  T o u c h  B a s e  ( T h i s  s h o u l d  h a p p e n  a t  e n d  o f  fl r s t  d a y  o r  b y  n e x t  m o r n i n g  a t  
l a t e s t ) status date Responsible partiesResponsible 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?

H a v e  w e  a t t e m p t e d  t o  r e a c h  a l l  t h e  k e y  p l a y e r s ,  i n c l u d i n g  a n y  i n d i v i d u a l s  o r  
c o m p a n i e s  t h a t  a r e  t h e  s u b j e c t  o f  t h e  i n v e s t i g a t i o n

Are we having fun?

Has Mark briefed Ken and Jeff

2 n d  T o u c h b a s e  ( o n  h i g h l y  u r g e n t  a n d  c o m p e t i t i v e  s t o r i e s ,  c o m b i n e  w i t h  1 s t  
T o u c h  B a s e status date Responsible partiesResponsible parties

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

Do we have momentum?
I f  t h e  s t o r y  i s  b r a n c h i n g  o u t  i n  d i f f e r e n t  d i r e c t i o n s  d o  w e  h a v e  a  p l a n  t o  t a c k l e  
t h a t ?

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 partiesResponsible parties
H a s  t h e  t e a m  l e a d e r  e d i t e d  t h e  s t o r y  a n d  g o n e  o v e r  i t  w i t h  R e g i s t e r  l e g a l  
c o u n s e l ?

H a s  M a r k  d i s t r i b u t e d  t h e  t e a m  l e a d e r ' s  p o l i s h e d  c o p y  t o  J e f f  a n d  K e n ?  ( S t o r i e s  
d i s t r i b u t e d  b y  6  p . m .  a r e  d u e  b a c k  t h e  n e x t  d a y  b y  n o o n .  S t o r i e s  d i s t r i b u t e d  b y  
1 0  a . m .  a r e  d u e  b a c k  b y  2  p . m . )  M a r k ,  K e n  a n d  J e f f  m e e t  t o g e t h e r  t o  g o  o v e r  
t h e i r  d r a f t s
H a v e  J e f f ,  K e n  a n d  M a r k  m e t  t h e i r  d e a d l i n e s  t o  s h a r e  f e e d b a c k  w i t h  t h e  t e a m  
l e a d e r ?

Has the team leader notified Excelsior?

Is Mark coordinating with design and section leaders on space and play?
I f  w a r r a n t e d ,  h a s  m a r k e t i n g  b e e n  n o t i fl e d  a n d  a r e  t h e y  k e e p i n g  o u r  m e d i a  
p a r t n e r s  i n f o r m e d ?

D o  w e  h a v e  s i g n o f f  f r o m  K e n ,  J e f f ,  M a r k  a n d  t h e  t e a m  l e a d e r ?

Final stretch status date Responsible partiesResponsible 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 partiesResponsible parties

Are we making sure we refer to the Web with all follow stories?
A r e  w e  m a k i n g  s u r e  w e  r u n  a n  " a b o u t  t h e  i n v e s t i g a t i o n "  b o x  w i t h  a l l  f o l l o w  
s t o r i e s ?
Are we making sure to request follow stories for awards/contests



THE FAST TRACK PROCESS
A t  t h e  d i s c r e t i o n  o f  M a r k  a n d  t h e  t e a m  l e a d e r ,  i n v e s t i g a t i o n s  c a n  e n t e r  t h e  F a s t  T r a c k .  
T h e s e  a r e  u s u a l l y  p r e t t y  o b v i o u s  s t o r i e s  - -  i n c l u d i n g  o f f - t h e - n e w s  a n d  c o m p e t i t i v e  s i t u a t i o n s .  
T h e y  a l s o  w i l l  a p p l y  t o  s t o r i e s  w i t h  t i g h t  t i m e l i n e s  ( T h e  R e c a l l  e l e c t i o n  i s  a n  e x a m p l e ) .  O n e  
im p o r t a n t  c a u t io n :  T h i s  i s  n o t  a  s u b s i t u t e  f o r  o u r  n o r m a l  p r o c e s s  a n d  w e  n e e d  t o  g u a r d  
a g a i n s t  o v e r - u s i n g  t h e  F a s t  T r a c k .  T o  t h a t  e n d ,  K e n  a n d  J e f f  w i l l  b e  a p p r i s e d  w h e n e v e r  w e  
d e c i d e  t o  m o v e  o n  t h e  F a s t  T r a c k .  M a r k  w i l l  d e s i g n a t e  a n  a p p r o p r i a t e  t e a m  l e a d e r  t o  r u n  
e a c h  F a s t  T r a c k  i n v e s t i g a t i o n  i f  o v e r l a p p i n g  n e i g h b o r h o o d s  a r e  i n v o l v e d .   I t  i s  t h e  t e a m  
l e a d e r ' s  j o b  t o  r u n  t h e  s t o r y ,  t o  s c h e d u l e  r e g u l a r  c h e c k p o i n t s  a n d  t o  m a k e  s u r e  t h e  c h e c k l i s t  
i s  f o l l o w e d .  C h e c k p o i n t s  c a n  o c c u r  a  c o u p l e  t i m e s  a  d a y  i n  s m a l l  g r o u p s .  M o r e  f o r m a l  
" t o u c h b a s e "  m e e t i n g s  o c c u r  w i t h  M a r k  a n d  t h e  t e a m .  I t  i s  M a r k ' s  j o b  t o  m a k e  s u r e  w e  a r e  
m e e t i n g  o u r  i n v e s t i g a t i v e  s t a n d a r d s .  D e p e n d i n g  o n  t h e  s t o r y ,  t h e s e  m e e t i n g s  w i l l  s u b s t i t u t e  
f o r  a  c h e c k p o i n t .   

Sign off for Fast Track investigations is expedited. 

1 .  L i k e  a l l  o u r  i n v e s t i g a t i o n s ,  o n e  t e a m  l e a d e r  o r  s e n i o r  t e a m  l e a d e r  i s  d e s i g n a t e d  t o  r u n  t h e  
i n v e s t i g a t i o n  a n d  h a s  t h e  fl r s t  l e v e l  o f  s i g n  o f f .

2 .  T h e  s t o r y  t y p i c a l l y  n e e d s  t o  b e  v e t t e d  b y  R e g i s t e r  l e g a l  C o u n s e l .  T h i s  v e t t i n g  i s  t o  b e  
h a n d l e d  b y  t h e  t e a m  l e a d e r  i n  c o n s u l a t i o n  w i t h  M a r k .  

3 .  O n c e  t h e  t e a m  l e a d e r  i s  s a t i s fl e d  w i t h  t h e  s t o r y  a n d  i t  h a s  b e e n  v e t t e d ,  i t  g o e s  t o  M a r k ,  
K e n  a n d  J e f f  f o r  fl n a l  s i g n  o f f .  ( T y p i c a l l y ,  M a r k  w i l l  b e  c l o s e l y  c o l l a b o r a t i n g  w i t h  t h e  t e a m  
l e a d e r  o n  e a r l i e r  d r a f t s  t o  k e e p  t h i n g s  m o v i n g  a s  q u i c k l y  a s  p o s s i b l e . )

4 .  K e n ,  J e f f  a n d  M a r k  a r e  e x p e c t e d  t o  r e a d  t h e  s t o r y  a s  s o o n  a s  p o s s i b l e .  A n y  f e e d b a c k  f r o m  
K e n  a n d  J e f f  i s  f u n n e l e d  t h r o u g h  M a r k .  C h a n g e s  a r e  m a d e  a n d  r u n  b y  G r o s s b e r g  i f  n e c e s s a r y .
S e c t io n  le a d e r s  c a n  b e  t a p p e d  b y  M a r k  a s  c o n s u lt a n t s  o n  t h e  s t o r y ,  b u t  t h e y  d o  n o t  h a v e  
f o r m a l s ig n  o f f




