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Introduction to News Reporting and Writing
Key concepts, processes, and best practices for beginner journalists

1. What Is News Reporting?

Aspect Description

Definition The gathering, verification, and presentation of factual information about current
events for a public audience.

Primary Goal Inform the public quickly, accurately, and impartially.

Core Values  Truthfulness, fairness, relevance, clarity, and accountability.

Typical Print newspapers, online news sites, radio, television, podcasts, and social
Mediums media platforms.

2. The News Values (Newsworthiness Criteria)

News Value When It Applies
Timeliness Recent or developing events.
Impact Affects a large number of people or a specific community strongly.
Proximity Local events are more newsworthy to local audiences.
Prominence Involves well?known people or institutions.
Conflict Shows disagreement, controversy, or tension.

Human Interest Evokes emotion, curiosity, or empathy.
Oddity/Uniqueness Unusual, surprising, or quirky stories.

Currency Relates to ongoing trends or topics in the public conversation.

Tip: Use a checklist of these values when deciding whether a story should be pursued.

3. The Reporting Process — Step by Step
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1. Idea Generation / Assighment

o Pitch ideas to editors or receive assignments.
o Verify news value using the criteria above.

2. Research & Background

o Read previous coverage, official documents, statistics, and expert analyses.
o Build a “knowledge base” to ask informed questions.

3. Planning the Interview

o ldentify sources (eyewitnesses, officials, experts, etc.).
o Prepare a list of open?ended questions.
o Arrange logistics (time, place, recording method).

4. Fieldwork / Gathering Information

o Conduct interviews, attend events, observe, and collect documents.
o Record audio/video or take detailed notes.
o Capture “sound bites” (concise, quotable statements).

5. Verification

o Cross?check facts with multiple sources.
o Use reliable databases, public records, or official statements.
o Confirm spelling of names, dates, locations, and numbers.

6. Writing the Story

o Follow the inverted pyramid structure (most important info first).
o Write a clear, factual lead (the first paragraph) that answers the 5 Ws and H.
o Use short paragraphs, active voice, and simple language.

7. Editing & Fact?Checking

o Review for clarity, flow, and adherence to style guide.
o Verify every factual claim again (date, quote, statistic).
o Check for bias, balance, and legal issues (defamation, privacy).
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8. Publication & Distribution

o Submit to editor; incorporate any final changes.
o Publish on the appropriate platform (print, web, broadcast).
o Promote via social media and newsletters.

9. Post?Publication Follow?Up

o Monitor audience reaction and feedback.
o Correct errors promptly (issue a correction or update).
o Reflect on lessons learned for future reporting.

4. The Inverted Pyramid — Classic Story Structure

Lead (1-2 sentences) ?
Most critical facts (who, what, when, where, why, how)
Key Details (supporting facts, quotes, context) ? Additional background,
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