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Name: 
Date: 

Production day can be a really stressful time for many of us, but we all have the same goal: to put the paper to bed. Here are some things to remember:
· Be responsible for your own time. Always be thinking of what you can do next rather than waiting for somebody else to give you a task. 
· Cross off your name on the blue board when you have completed a task. 
· Before you can leave, you need to complete the checkiist below. Instead of waiting until the end of the day to fill it out, please use it as a road map throughout the day.
Good luck! 

Task			   				Finished?
	My story is in the “final edited” folder and is ready to be factchecked 
	

	I have completed my fact-checking assignments: 
a. 

b. 

c. 

d. 
	

	I have completed my copyediting assignments:
a. 

b. 

c. 

d. 
	

	I have the ok from my editor that my story no longer needs my attention (is in “ready for layout”, fits on the page, etc)  
Story + editor 
a.

b. 
	

	I have updated the blue board as I have completed tasks (be careful erasing)
	

	I have found a web aspect for my story (video link, photo, hyperlink)
Please include what it is: 


	

	I have helped review galleys
Pages read: 
a.

b.

c.

d. 
	

	My Story or Stories are posted to the website 
a.

b.

c.
	

	I have found a legally-permitted photo for my story
	

	I have picked up all trash I see and have helped clean up the newsroom 
	

	Print sign off
	Jason Signature:



	EIC sign off
	Sabrina/ Cassiel Signature:



	Beatrice sign off
	Signature:






GREAT JOB! Thank you so much for all of your hard work!  
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