
Art  Director

Monitors the DONE
basket for files
associated with
assigned pages.

Layout Editor/
Paginator

Periodically views
page onscreen as

multiple components
are completed and

appear DONE
basket.

Layout Editor/
Paginator

Are all of a
page’s

components
in DONE?

Views page
onscreen and

makes necessary
adjustments to

optimize page and
story fit.

Layout Editor/
Paginator

Does the
page appear
to be okay?

Applies “Cmmd J” to
all text files and

saves page.

Layout Editor/
Paginator

Generates a printed
page proof.

Layout Editor/
Paginator

Gets page proof
from printer in Art

Dept.

Layout Editor/
Paginator

Page Proof
(reduced size) Reviews and notes

any needed
corrections on page

proof.

Layout Editor/
Paginator Should any

changes be made
and another proof
generated before
distribution of the
page proof to the
Assigning Editor?

Gives page proof to
Assigning Editor.

Layout Editor/
Paginator

Page Proof
(reduced size)

Page Proof
(reduced size)

Assigning Editor

Pulls files from
DONE basket??

Notifies LE??

Assigning Editor

Reads page proof and
notes any changes on

the page proof.

Are there major
changes that

should be handled
by the Assigning

Editor?

Page Proof
(reduced size)

Are there minor
changes to be
made by the

Layout Editor?

Assigning Editor

Returns page proof
with OK and/or any

revisions to the Layout
Editor

Opens file and
makes indicated

changes and checks
page onscreen.

Layout Editor/
Paginator

Does the
page appear
to be okay?

Applies “Cmmd J” to
all text files and

saves page.

Layout Editor/
Paginator

Applies command to
ship the page to

Imaging

Layout Editor/
Paginator

Makes notation of
the time the page

was sent to Imaging

Layout Editor/
Paginator

Page
number &
time page

was sent to
Imaging

Yes Yes No No Yes Yes

Yes

No

No

Yes

No

No

Routes file to the
appropriate Front

Page basket.

Feat ures Slot
Editor

If a front page for the daily product, file is sent to LEISURE Basket.
If front page is for the Sunday Art section, file is sent to SUNSHO basket.
If front page is for the Sunday Travel section, the file is sent to TRAVEL2 basket.
If front page is for the SundayLife/Today Art section, file is sent to SUNLIFE basket.
If front page is for the Sunday Homes section, the file is sent to ATHOME basket.

Monitors baskets and
compares with cover
sheet provided by the

Assigning Editor.

Features Page
Coordinator Using UDKs, strips

original file of SII coding.
Adds item identifiers as

necessary (for subheads,
etc.) Promos and cutlines

are typically in  files
separate from the story

text.

Features Page
Coordinator

Notes:
The stripping process may take about 1 minute per page.  Additional time
may be necessary if portions of words, etc., have been truncated during
the cleaning process.

Features Page Coordinator may “clean” files and route to ART
periodically, rather than all at once, and informally let Artist know when it’s
okay to start on portions of the page.

Routes file to the ART
folder.

Features Page
Coordinator

When all story files
have been through the

Copy Desk and
stripped of SII coding,
takes cover page and
any attached printouts
to Artist indicated on

the Flight Sheet.

Features Page
Coordinator

Flight Sheet
Of Artists

assignments
(section fronts,
spreads, pages)

for the week

Cover Sheet
for Section/

Pages

Selected
Printed Page
Dummies for

Features
Section and/or

Pages

Printout of
artwork

developed for
article.

Printouts of
photos for

article.

Using InDesign and some
established page templates,
and any preliminary design
work already completed for
this assignment, develops

layout of overall page.
Creates centerpiece and

major page parts. Fine-tunes
and completes page,

typically without cutlines and
promos.

Artist

Page Proof
(reduced size)

Generates a page
proof

Artist

Reviews page proof
and notes any

necessary
adjustments.

Artist

Should
adjustments

be made prior
to distribution
of the page

proof?

Makes changes,
save page at

workstation, and
generates a new

page proof.

Artist

Yes

Page Proof
(reduced size)

Page Proof
(reduced size) Takes page proof to

Features Page
Coordinator

Artist

Page Proof
(reduced size)

Reviews and may
adds  comments

Features Page
Coordinator

Assigning Editor

Reads page proof and
notes any changes on
the page proof.  Also
notes promos and

cutlines to be added.

Page Proof
(reduced size)

Assigning Editor

Determines and
creates cutline and

promo files.

Assigning Editor

Routes files to
Executive News
Editor’s basket.

basket.

Is this a
promo or

cutline file?

Notes promo and
cutline file names on

page proof

Features Page
Coordinator

Have all the
promo and

cutline
files been
received?

Assigning Editor

Returns page proof
to Features Page

Coordinator

Page Proof
(reduced size)

Page Proof
(reduced size)

Routes files to the
ART folder in SII

Features Page
Coordinator

Retains page proof
until cutline and promo

files are processed
through the Copy
Desk, sent to the

appropriate basket,
and stripped of coding.

Features Page
Coordinator

Yes

No Yes
Opens each text file
and reviews content.

Features Page
Coordinator

Takes page proof to
Artist

Features Page
Coordinator

Opens and imports promo
and cutlines files onto
page.  Composes and
positions. Makes any

corrections, as noted on
page proof.  Saves page at
workstation.  Reviews and
fine tunes page onscreen.

Artist

Page Proof
(reduced size)

Generates a new
page proof.

Artist

Takes page proof to
Features Page

Coordinator

Artist

Page Proof
(reduced size)

Makes 6 copies.

Features Page
Coordinator

Each Assigning Editor

Reads page proof and
notes any changes on

the page proof.
Returns to Features
Page Coordinator.

Distributes page
proofs to all Assigning
Editors, Copy Desk,
and Features AME.

Features Page
Coordinator

Page Proof
(reduced size)

Each Assigning Editor

Reads page proof and
notes any changes on

the page proof.
Returns to Features
Page Coordinator.

Page Proof
(reduced size)

Each Assigning Editor

Reads page proof and
notes any changes on

the page proof.
Returns to Features
Page Coordinator.

Page Proof
(reduced size)

Each Assigning Editor

Reads page proof and
notes any changes on

the page proof.
Returns to Features
Page Coordinator.

Page Proof
(reduced size)

Consolidates all
changes onto 1 page

proof

Features Page
Coordinator

Takes consolidated
proof to Artist

Features Page
Coordinator

Consolidated
Page Proof

(reduced size)

Consolidated
Page Proof

(reduced size)

Makes any corrections,
as noted on page proof.

Saves page at
workstation.  Reviews
and fine tunes page

onscreen.

Artist

Generates a new,
final page proof.

Artist

Final Page
Proof

(re duced size)

Assigning Editor

Receive and review
final page proof

Features Page
Coordinator Is the

proof
okay?

Final Page
Proof

(reduced
size)

Assigning Editor

Receive and review
final page proof

Features Page
Coordinator

Work together to make
changes to page at
Artist’s workstation.

Saves revised version
and generates a page

proof

Artist

Requests a color
page proof

Artist

Notes on Features
Sign-out Sheet that
page is completed.

Features Page
Coordinator

Checks jump page text
to make sure there is

continuity

Features Page
Coordinator

Takes page proofs to
assigned Layout Editor

Features Page
Coordinator

Do any text
changes

need to be
made to

jump page?

Notifies assigned
Layout Editor that it’s
okay to release page,

as if.

Features Page
Coordinator

Is this a
story that

will jump to
an inside

page?

Makes a copy of the
text file, adding “J” for
jump and saves file to

appropriate SLOT
Editor’s  basket.

Features Page
Coordinator

Does this
page involve

a jump?

Page Proof
(reduced size)

Takes page proof to
Assigning Editor

Features Page
Coordinator

Locates all
associated Jump

files.

Feat ures Slot
Editor

 Opens each jump file
and indicates jump
location, per proof.
Adds formatting for

headlines, etc.  Resaves
file(s) in DAYIN basket.

Feat ures Slot
Editor

Page Proof
(reduced size)

Page Proof
(reduced size)

Reads page proof and
notes any changes on

the page proof. Returns
to Features Page

Coordinator.

Copy Editor

Reads page proof and
notes any changes on

the page proof. Returns
to Features Page

Coordinator.

AME, Features

Notes on Flight
Sheet who has
returned proofs.

Features Page
Coordinator

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)
Page Proof

(reduced size)

Flight Sheet
Of Artists

assignments
(section fronts,
spreads, pages)

for the week

No

Yes

Yes

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)

Page Proof
(reduced size)

Yes

No

Yes

Is there a
jump
page?

Yes

Final Page
Proof-

Section
Front
Jump Page

Proof

Final Page
Proof-

Section
Front
Jump Page

Proof

Yes

No

No

Yes

Features
Sign out

sheet

Have all
pages been
completed?

Makes necessary
changes to jump copy

Layout Editor/
Paginator

Sends page file via
command for film
output of the page.

Layout Editor/
Paginator

Compiles all page
output times onto one

Features Sign-out
sheet

Features Page
Coordinator

Features
Sign out

sheet

Generates a page
proof

Layout Editor/
Paginator

Jump Page
Proof

No

Continues to monitor
progress on all

remaining pages.

Features Page
Coordinator

Yes

No

See
ONLINE PRODUCT

POSTING

See
Posting of Locally-
Acquired/Written
Content to Hearst

Wire

If there is a graphic
item, such as a map or

info box, etc., that
requires an Artist to

create

Artist

Is an art
resource

available to
work on this

story?

Assigns an Artist to
work on art for this

story and discusses
art needs with Artist.

Design Director

Assigning Editor

Artist

Determine what art to
develop and what data

is to be acquired by
whom.

Reporter

Creates
appropriate

artwork

Artist

Design Director

Assigning Editor

Updates budget
items, as
necessaryDiscusses art needs to

determine if an Artist can
be assigned to develop

art for this story.

Reporter Obtains and
prepares data for art.

Reporter
Should copy be

created and
reviewed by the
Assigning Editor
and Copy Desk

before art is
created?

Saves data in file
and routes to

Assigning Editor.

Reporter Assigning Editor

Checks SII inbasket
for submission of

locally-written content.

Assigning Editor

Opens, reads and
edits text/data.

Refines and
saves at

workstation.

Artist

Printout of
artwork

developed

Does the
Assigning Editor
need to discuss
the content with
the Reporter?

Does the file
need to be

reworked by the
Reporter?

Assigning Editor

Sends file back to
Reporter’s inbasket.

Rewrites and
edits.

Reporter

Resubmits file to
Assigning Editor’s

inbasket.

Reporter
Reporter

Discuss

Assigning Editor

Assigning Editor

Makes any additional
changes. Adds notation
that file is part of an art

element (e.g., info graphic),
and routes to Features

Page Coordinator

Monitors inbasket
and/or receives

message that text
files have been sent

to inbasket

Features Page
Coordinator

Opens file, scans,
and makes notation of
the receipt of the text
file, before routing to

Slot Editor.

Features Page
Coordinator

Monitors various
baskets, notably

DAYIN and DAYOUT,
as well as advance

baskets.

Feat ures Slot
Editor

Receives notice of of
new file arrivals and

checks/monitors basket
of files assigned by the

Slot.  Selects and
opens a file for editing

Copy Editor

Is the file
in DAYIN?

Reviews content and
determine which

Copy Editor will copy
edit.

Feat ures Slot
Editor

Routes file to Copy
Editor’s basket

Feat ures Slot
Editor

Reads copy and
copy edits.

Copy Editor

Are there
questions

?

Notes questions in
text and/or
messages.

Copy Editor

After copyediting,
saves file and

sends to DAYOUT
basket

Copy Editor

Monitors various
baskets.

Feat ures Slot
Editor

Is the file in
DAYOUT?

Opens and reads file.
Checks head and

may rewrite.  Saves
any changes and

makes a copy of the
file.

Feat ures Slot
Editor

Routes original
file to the DONE

basket.

Feat ures Slot
Editor

Sends copy of
file to Art folder.

Feat ures Slot
Editor

Yes Yes No

Yes

Yes

No

Yes Yes Yes

No

No

No

Generates a copy of
the text and

handwrites number/
name on sheet.
Takes to Artist

Feat ures Slot
Editor

Printout of
text

Printout

Goes to Quark 4
workstation, creates

text box, then launches
SII to get text. Logs in,
searches to find SII file,
opens, downloads file,
and save into  Art folder

for that pub date.

Artist

Printout of
text

Is this
assignment for a
page component
with text flowed

around an
image?

Prepares the info
graphic (table,

chart, map)

Artist

Reviews onscreen
and adjusts, as

necessary

Artist

Moves elements
onscreen to defined

area within a space in
InDesign or Freehand.

Artist Defines any image
boundaries, positions
image, and flows text.

Adjusts as necessary for
optimum fit and impact.

Adds and positions image
captions, if necessary.

Artist

Saves file, per
appropriate slug

with some
descriptive

abbreviation, on
workstation.

Artist

Generates a
proof

Artist

Saves file, per
appropriate slug

with some
descriptive

abbreviation, on
workstation.

Artist

Art
Proof

Obtains proof and
handwrites  file

name, dimensions
of the info graphic,
and section on the

proof.

Artist

Opens file and
moves content
into InDesign or
Freehand and

saves on desktop.

Artist
Cleans up text to

eliminate SII
coding, and

prepare text for
composing with

InDesign or
Freehand

Artist Compares onscreen
copy with printout

and makes
necessary changes
to onscreen file to

reflect proper
wording, spacing,

etc.

Artist

Takes proof to
the originator

Artist Assigning Editor

Checks proof and
notes any

corrections on the
proof.

Art
Proof

Assigning Editor

Takes proof to
basket at Copy

Desk.

Checks proof and
notes any

corrections on the
proof.

Copy Editor

Art
Proof Returns marked

up proof to the
Artist

Copy Editor

Art
Proof Reviews proof

Artist
Opens file, makes

any necessary
changes, and
resaves file in
InDesign or
Freehand.

Artist

Does a
another proof

need to be
generated and

distributed?

Does this
proof need to

be re-checked
by the

originator?

Generates a
corrected proof
and attaches to

the original proof.

Artist

Art
Proof

Corrected
Art

Proof

No

Inbasket at
Copy Desk

Art
Proof

Yes

No

Yes

Receives printout
of file with file

name

Artist

No
Yes

Note: The Artist may create one
or more color proofs while

creating a page designs and
while awaiting copy.

Yes

No

Hands page proof to
person handling the

jump page

Features Page
Coordinator

Page Proof
(reduced size)

Takes page proof to
Assigning Editor

Feat ures Slot
Editor

No

Routes file to the
DAYIN basket.

Features Page
Coordinator

See
TEXT submitted to

Layout Editor, to the
left in the extended

process map.

Note: In some cases, the
Reporter writes and sends to

the Assigning Editor.

Page Proof
(reduced size)

COLOR
PROOF

Calls up page at
workstation and

makes any needed
color changes.

Artist

Retrieves and
reviews color proof

Artist

Is the
proof
okay?

Creates a PDF of
the page file and

saves in TUArchive
folder.

Artist

Creates an EPS of
the page file and

places in folder for
film output.

Artist

See
PAGE OUTPUT

See
PAGE OUTPUT

For any section front
story, goes to SII file
and inputs changes
so that the correct
copy will be posted

online

Features Page
Coordinator

See
ARCHIVING

No

Yes

Creates an email of all
stories to archive and
sends to Librarians for

reference.

Features Page
Coordinator

Gives a complete list
to Night News Desk

Features Page
Coordinator

Notes on Features
Sign-out Sheet that
page is completed.

Layout Editor/
Paginator

Features
Sign out

sheet  for all
Features

pages

Night News Editor adds
data from this list onto a
master list that will be

submitted to Production
(as shown on News/

Business process map).

Note: The Paginator may indicate whether
just the black separation of a color page is

to be output (versus all four color
separations) by command sequence used.

Design Director

Assigning Editor

Updates budget
items, as
necessary

Discuss use of SII
coding

Reporter

No

Reporter may use
an existing set of

codes during
input and editing

of the item.

Note: Artist sometimes
collaborates with other  Artists on

an informal basis.

Note:: Problems can occur
here when the Artist can’t see

subheads, bolds, tabs, etc.

Note: Optionally, Artist may review
the proof with the Design Director or
Layout Editor before  taking the proof

to the Assigning Editor.

Creates an EPS
version of the

InDesign file and
names file to

indicate the date and
file content and

saves on desktop.

Artist

Takes art proof
to basket in

Copy area for
reference.

Artist

Saves graphic file in native
format in personal folder or

in the Night with an
appropriate file name (e.g.,
maps, politics, name, date,

etc.).

Artist

Art
Proof

Corrected
Art

Proof

Outbasket
at Copy

Desk

Automated
processing of
file through
ONE VISION
preflight and
placement of

preflighted file
into SCOOP

server

Is this a
Freehand

file?

Places EPS file on
the Editorial

Design folder in
ENGRAVE

Artist

Is this a
file that

will run in
color?

Places EPS file on
the Edit Graphics
folder on  SCOOP

server

Artist

No

Yes

No

Creates an EPS
version of the
Freehand file.

Artist Creates an
InDesign file of the
correct size and
places EPS of

Freehand file in the
InDesign

document. Saves.

Artist

Yes

No

Layout Editor
monitors DONE basket for the

processed file so it can be
attached to the appropriate page,
as described in  FEATURES Page
processing and News (A1) page

processing..
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See
PAGE OUTPUT

See
ARCHIVING

Distributes those
page dummies to
assigned Layout

Editor.

Features Page
Coordinator

Printed Page
DummiesPrinted Page
Dummies

Printed Page
Dummies

Does the
onscreen ad

stack geometry
match the
geometry

reflected on the
paper page
dummies?

Contacts Ad
Layout Desk to

resolve.

Layout Editor/
Paginator Ad Makeup makes

necessary changes
and may send new

electronic and paper
layouts.

Runs routine to
create page

templates onscreen
with ad stacks and

appropriate folios for
all assigned pages

Layout Editor/
Paginator

Is this a
page

containing
ads?

Makes notation of
any changes on
Page Dummies
or discard older
Page Dummies

Layout Editor/
Paginator

Printed
Page

Dummies for
Zoned
Pages

Printed
Page

Dummies for
Zoned
Pages

Printed
Page

Dummies

Is there a story
that has not yet

been assigned to
a page?

Determines on which
page(s) the story will be
published and attaches

file to page via SII
Coyote workstation

Layout Editor/
Paginator

Has this copy
already been
formatted and
copy edited?

Adds formats to text
file. Routes file
electronically to
DAYIN basket.

Layout Editor/
Paginator

Receives notice of new
story/item arrivals and

checks/monitors basket
of stories assigned by
the Slot.  Selects and
opens a file for editing

Copy Editor

Is there a file
in DAYIN?

Reviews story and
determine which Copy
Editor will copy edit,

write heads, etc.

Feat ures Slot
Editor

Routes individual
files to Copy

Editor’s basket

Feat ures Slot
Editor

Reads copy and
copy edits.

Copy Editor

Are there
questions?

Notes questions in
text and/or
messages.

Copy Editor

After copyediting,
saves file and

sends to DAYOUT
basket

Copy Editor

Monitors various
baskets.

Feat ures Slot
Editor

Is there a
file in

DAYOUT?

Opens and reads
file.  Checks head
and may rewrite.

Saves any changes.

Feat ures Slot
Editor

Are there
outstanding
questions or

problems to be
resolved by the

Assigning
Editor?

Should the file
be returned to
the Assigning

Editor for
resolution and/
or rewriting?

Sends file to
Assigning Editor’s

basket.

Feat ures Slot
Editor

Makes changes,
per discussion,
and resaves file.

Feat ures Slot
Editor

Routes file to the
DONE basket.

Feat ures Slot
Editor

Assigning Editor

Discusses with
Assigning Editor.

Feat ures Slot
Editor

Are there
portions of the
page (but not

the entire
page) that will
be composed
by an artist?

Searches in Merlin
to locate and select

an appropriate
photo.

Layout Editor/
Paginator

Are there
photos for this

page?

Has the selection
already been
determined?

Submits photo to
Engraving

Layout Editor/
Paginator

Is the item
ready for page

positioning/
viewing?

Attaches item file to
box and views item
within the onscreen

page.

Layout Editor/
Paginator

Fine-tunes
positioning, crop, and

sizing of image, as
necessary/possible.

Layout Editor/
Paginator

Yes
Yes No Yes No

Yes Yes Yes Yes No

Yes

No
No

No

Yes

No

Yes No

Yes

Yes Monitors GDB
Graphics and

SCOOP baskets for
item

Layout Editor/
Paginator

Yes Saves updated page.

Layout Editor/
Paginator

Opens and reviews
story content, as well
as cover sheet and

any photos/art
submitted by the
Assigning Editor

Features Page
Coordinator

Adds data to story for
headline, subhead,

and story copy
editing.

Features Page
Coordinator

Indicates in Guideline
area if top or bottom
of front page, etc.,
pub date, and artist

routing

Features Page
Coordinator

Sends story file to
DAYIN basket

Features Page
Coordinator

Checks DAYOUT
basket.

Feat ures Slot
Editor

No

Is this a story
to appear on a
section front? No

Begins to create initial
page layouts, based on

budget items,
dummies, and standard
placement conventions
for this day’s product.

Layout Editor/
Paginator

Checks appropriate
baskets for submitted

files.

Layout Editor/
Paginator

See
ART

Creates and positions
box for item on page

Layout Editor/
Paginator

Creates and
positions box for
photo on page

Layout Editor/
Paginator

Distributes those
page dummies to
assigned Editorial

Assistant.

Features Page
Coordinator

Selecting from
syndicated sources,

puts comics and other
graphic components
onto onscreen pages.

Editorial Assistant

Opens Quark page
templates on the

Macintosh and creates
pages with the correct

folios, etc.

Editorial Assistant

Saves pages and
generates a proof of
each page or partial

page.

Editorial Assistant

Takes proofs
to Copy Desk

Editorial
Assistant

Proofs pages/
components, notes

any problems

Copy Editor

Is there a
problem of
potential

offensive-
ness?

Takes to AME

Copy Editor

Reviews and
decides whether

to run

AME

Is content
okay?

Initials proof and
returns to
Editorial
Assistant

AME

Instructs Editorial
Assistant regarding

a swap/change.

AME

Proof of all-
comic page

(reduced size)

Okays/initials page
proof(s) and return

to Editorial
Assistant.

Copy Editor

 Proof of day’s
TV grid

(reduced size)

Proof of all-
comic page

(reduced size)
Proof of containing
comics and open

space for other text-
based syndicated

features
(reduced size)

Proof of all-
comic page

(reduced size)

Receives proofs,
makes any indicated

changes.

Editorial Assistant

Is this a full
page?

Sends page file to
Imaging for film

output.

Editorial Assistant

Creates and saves an EPS
of the approved partial page
or grid. Places EPS file on
the Edit Graphics folder on

SCOOP  server.

Editorial Assistant

Selected
Printed Page
Dummies for

Features
Section and/or

Pages
Yes Yes Yes

Is this an all
comics page?

Selects syndicated
columns, slug, and

save in SII. Attach files
to appropriate pages
and add SII coding.

Editorial Assistant

Creates a page using
SII Coyote workstation
with appropriate page

furniture.

Editorial Assistant

Route text files to
DAYIN basket.

Editorial Assistant

Monitors various
baskets, notably

DAYIN and DAYOUT,
as well as advance

baskets.

Feat ures Slot
Editor

Receives notice of of
new story arrivals and

checks/monitors basket
of stories assigned by
the Slot.  Selects and
opens a file for editing

Copy Editor

Routes file to Copy
Editor’s basket

Feat ures Slot
Editor

Reads copy and
copy edits.

Copy Editor

Notes questions in
text and/or
messages.

Copy Editor

After copyediting,
saves file and

sends to DAYOUT
basket

Copy Editor

Upon seeing file in
DAYOUT basket,
moves to DONE

basket

Feat ures Slot
Editor

Monitors DONE
basket. Attaches
EPS and text files

to page.

Editorial Assistant

Checks page
onscreen and

makes any
necessary

adjustments.

Editorial Assistant

Generates a page
proof.

Editorial Assistant

Is the page
complete?

Page Proof
Reads and notes any

problems.

Features Page
Coordinator

Page Proof

Makes changes
within SII files.

Returns page proof
to Editorial
Assistant.

Feat ures Slot
Editor

Provides 2nd  read.

Feat ures Slot
Editor

Are there
any

corrections/
changes?

Page Proof

Opens file on SII Coyote
screen and applies justify
command. Resaves file
and sends to Imaging for

output.

Editorial Assistant

Yes

No

Yes Yes

No

Opens Quark page
templates on the

Macintosh to compile
graphic elements.

Editorial Assistant

Proof of day’s
TV grid

(reduced size)
Proof of all-
comic page

(reduced size)

No

NO

PAGE
IMAGING

PAGE
IMAGING

Is this a page containing
graphic or other

syndicated materials
(such as crossword,
sudoku, Superquiz,

horoscope, Dear Abby,
TV grid, etc.) that will be
handled by an Editorial

Assistant?

No

Yes

No

Returns page proof
to Editorial
Assistant.

Feat ures Slot
Editor

Page Proof

No

No

Yes

Researches and
develops assigned

story

Reporter
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Assigning Editor

Monitors and reviews
calendar, other products,
syndicated/feature wires,
in-process materials and

assignments

Assigning Editor

Assigns story to
staff member

Identifies and
researches ideas for

potential stories

Reporter
Reporter

Assigning Editor

Discuss story
development

Should the
story be added
to the budget?

Prepares a
descriptive story
summary and

submits to
FEABUD

Reporter

Assigning Editor

Checks SII inbasket
for submission of

locally-written content.

Is this a
centerpiece

spread story?

Assigning Editor

Artist

Works with Artist already
assigned (on a rotation

basis) to work on
centerpieces for the topic

area

Reporter

Writes , saves, and
self-edits story, to

agreed-upon length.

Reporter

Sends story to
Assigning Editor.

Reporter

Creates (or selects)
any appropriate
artwork for the

centerpiece

Artist

Generates printout of
art for editorial

review.

Artist

Reviews artwork with
colleagues and

makes changes, as
necessary

Artist

Printout of
artwork

developed for
article.

Reporter

Assigning Editor

Reviews with Reporter
and/or Assigning Editor

Artist Any changes
needed?

Printout of
artwork

developed for
article.

Reporter

Assigning Editor

Notes file location on proof.
Maintains printout for
reference, meeting

discussions, and submitting
the story package to the

Copy Desk.

Has the story
been

submitted?

Assigning Editor

Opens and reads
story.

Does the Assigning
Editor need to

discuss the story
content and/or
writing with the

Reporter?

Reporter

Assigning Editor

Monitors story
progress with

reporter

Does the story
need to be

reworked by the
Reporter?

Assigning Editor

Sends story back to
Reporter’s inbasket.

Rewrites and
edits.

Reporter

Resubmits story
file to Assigning

Editor’s inbasket.

Reporter

Assigning Editor

Edits story.

Is this a story that
will appear on the
section front page

or is a
centerpiece?

Assigning Editor

Identifies syndicated or wire
stories for possible

inclusion in an upcoming
section.

Assigning Editor

Prepares a descriptive story
summary and submits to
FEABUD, indicating target

publication date, length, and
any associated photos and art.

Does this story
require editing
prior to editing

for copy fit?

Assigning Editor

Edits story.

Should a wire
photo or

submitted photo
accompany this

story?

Assigning Editor

Locates an
appropriate photo via

wire services or
submitted photos.

See
PHOTOS-
Submitted

Assigning Editor

Updates budget
summary are necessary

to reflect changing
details associated with

the story.

Should
changes be
made in the
budget line

for this story,
e.g., story

length,
photos, etc.

Assigning Editor

Submits files to
inbasket of Features
Page Coordinator or

the Layout Editor
basket

Assigning Editor

Updates budget items
to reflect story length

and status of any
associated materials

Will an outside
contributor

(e.g., stringer,
freelancer)
develop this

story?

Develops story, per
instructions

Outside ContributorOutside Contributor

Assigning Editor

Locates and makes
arrangements with an

outside person to
develop/write

Outside Contributor

Assigning Editor

Discuss progress

Should
changes be
made to the

story
information on
the  budget?

Assigning Editor

Creates a budget
entry for

assignment, along
with contributor

data/details

Assigning Editor

Makes change in
budget entry/details.

Should a photo
request be
created?

Assigning Editor

Goes into TRAX
and makes a photo

request.

Is  existing
photography to
accompany this

story?

See
PHOTOS-
Submitted

Assigning Editor

Updates budget
item to indicate the

photo request.

Submits story
electronically via

email

Outside Contributor
Assigning Editor

Opens and reads story
in MS Word. Adds any
notations, comments,
changes to story file.

Should the
file be returned to the

Contributor for
further development,

review of AE
comments,

changes, etc.?

Assigning Editor

Returns file to
Contributor.

Is conversation with
the Contributor

necessary before
proceeding?

Outside Contributor

Assigning Editor

Discuss story and
any issues.

Assigning Editor

Copies and pastes
story into SII.

Assigning Editor

Manually goes
though copy to
clean up and

correct copy as a
result to importing

into SII.

Assigning Editor

Edits story.

From this point forward, the process does not differ from that of a staff-written
assignment, when three notable exceptions:
1. The contributor may continue to provide additional data or story revisions, which
are very difficult to incorporate into stories beyond the initial manuscript stage;
2. The responsibility for rewrites, additional story furniture, etc., must be handled
directly by the Assigning Editor, rather than an on-staff author; and
3. If the story runs with the outside author’s name, some consideration must be
given to whether or not the author must/should see a final version prior to
publication.

Note: Multiple reading and revisions may
be incurred during this process.

Assigning Editor

Updates items within
long-term planning

budgets, per
developments.

Assigning Editor

On a weekly basis,
creates and/or modifies

a 2-week budget for
submission/review at

Weekly Planning
meeting.

Assigning Editor

Tracks of various ideas
and assignments

submitted by writers to
FEABUD

Assigning Editor

On a daily basis,
periodically updates the
various product issues

for the week

No Yes
Is additional

research help
needed?

Obtains additional
data

Reporter

Reporter

Works with
Reporter to locate
needed information

Librarian

No

Yes

Yes Yes No

No
Yes

Yes
No

No

Reporter

Assigning Editor

Discuss

Yes

Yes

No

Assigning Editor

Notes on a cover
sheet the story

slug, location and
name of any

associated artwork
and/or photo.

Assigning Editor

Attaches any
printouts to cover

sheet.

Cover Sheet
for Section/

Pages

Are there
possible

changes, more
stories or

materials to be
attached to this
cover sheet?

Assigning Editor

Maintains cover
sheet, awaiting

additional
materials.

Assigning Editor

Takes to the desk
of the Features

Page Coordinator

Printout of
photo

image(s)

Printout of
artwork

developed for
article.

Cover Sheet
for Section/

Pages

Printout of
photo

image(s)

Printout of
artwork

developed for
article.

Cover Sheet
for Section/

Pages

Inbasket, Features
Page Coordinator

Yes

No

Note: Depending on the nature of the artwork, the Artist may be working closely with a
Photographer during the development of the art components of a centerpiece.
For some centerpieces, the nature and timetable of art creation may not provide time for
the review cycles noted here and may occur until the page proof stage.

Yes Yes Yes No

No

Yes

No

No

Yes

Yes Yes Yes

No

Assigning Editor

Saves story in SII
with the appropriate
slug and perhaps
notes in Guideline

area.

No

Assigning Editor

Prepares for Monday
meeting to discuss
various budgets.

Assigning Editor

Prepares for Friday
meeting to discuss

resources for
upcoming two weeks.

Assigning Editor

Prepares budget for
this week’s print

section(s) and pages.

Assigning Editor

Prints budget for
reference

Feature
Section/Page

budget(s)

Editorial Assistant

Prints out planning
budget file for next

three weeks.

Features
Planning
budget

Planning
budget

Planning
budget

Planning
budget

Planning
budgetPlanning

budget

Planning
budget

Planning
budget

Editorial Assistant

Generates a printout
of the budget and
makes copies for
weekly meeting

Assigning Editor

Updates budget items
for and fine-tunes

details associated with
that week’s assigned
print sections/pages/

stories.

Monitors inbasket and/
or receives message

that text files have been
sent to inbasket

Features Page
Coordinator

Receives page dummies
for feature print sections.

Features Page
Coordinator

Indicates product page
numbers on a Features

Sign-out List for received
dummies (which may

include not only
dummies for the next
day’s product, but also
scheduled advanced

products)

Features Page
Coordinator

Based on input from
meeting and budget,
writes a “flight sheet”,

listing what Artist will be
doing which feature

pages for the coming
week

Features Page
Coordinator Flight Sheet

Of Artists
assignments

(section fronts,
spreads, pages)

for the week

Features
sign-out list
for the day

Edition dummies
in paper and

electronic form
released to Newsroom from
Ad Makeup.  Also, one-page

printed edition summary
(Run Sheet) is brought to
Executive News Feature's

Editor desk.

Printed
Page

Dummies

Printed
Page

Dummies
Printed
Page

Dummies
Printed
Page

Dummies
Printed
Page

Dummies

Printed
Page

Dummies for
Features
Sections)

Printed
Summary
Run Sheet

Page
Distributes inside pages
to appropriate Assigning

Editor

Features Page
Coordinator

Notes:
Features dummies for a daily print product are typically received by
noon the preceding day.
Dummies for some Sunday weekly sections (Home, Travel, Arts)
arrive Wednesday afternoon;
others (zoned Life and Perspective) arrive Thursday afternoon.
Preview dummies arrive Tuesday at 10 am and finished pages
must be sent for page imaging by Wednesday noon.
TVBook dummies arrive Friday for the following week’s Sunday
product.
The Monday Life section dummies arrive by 11 am on Friday.

Is this a page
that will be

handled by a
Features

Layout Editor/
Paginator?

Assigning Editor

Routes stories to
Features Page
Coordinator.

Assigning Editor

Receives and reviews
page dummies

received for next print
edition of section or

assigned pages within
a weekly product.

Assigning Editor

 Makes notations on
page dummies.

Cover Sheet
for Section/

Pages

Assigning Editor

Prepares or updates a
cover sheet, with

handwritten notations
regarding the logline and

art location of the
centerpiece, secondary

story, promos, etc.

Assigning Editor

Takes page
dummies, cover
sheet, and any

printouts to Features
Executive News

Editor.

Assigning Editor

Referring to budget,
determines which stories to
run.  May  alter story lengths
in budget, depending on the

available newshole .

Text files sent from
Assigning Editor (or Section

Assigning Editor) to
Features Page Coordinator

inbasket if  item to appear on
front page or to Layout

Editor if item is for an inside
page

Does the
Assigning Editor
have printouts of
any photos or art
for this section
front, spread, or

centerpiece?

Assigning Editor

Attaches printouts of
photos and/or art, if

available.

Maintains paperwork
provided by Assigning/

Assigning Editor at
workstation

Features Page
Coordinator

Cover Sheet
for Section/

Pages

Printout of
artwork

developed for
article.

Printouts of
photos for

article.
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Monitors various sources,
including wire/syndicated

services, online postings and
print products about selected

topic areas, the events
calendar, etc.

Reporter

Prepares budget for
11 a.m. meeting with

ME, et. al

AME

See
 News

Product Planning
 and Development

Provides feedback
after News

planning meeting

AMEAssigning Editor

Makes any necessary
changes and additions to the

budget for the next print
products and makes any
changes to the planning

budgets.

Feature
Section/Page

budget(s)

Assigning Editor

Makes any necessary
changes and additions to the

budget for the next print
products and makes any
changes to the planning

budgets.

Does this
Assigning Editor

has
responsibility to
supply stories
that will appear
in print products
that have been

dummied?

Note: For Preview, the
Entertainment Editor and Layout

Editors also help to determine how
pages dummies and stories will be
allotted among Assigning Editors.

Does the Assigning
Editor wish to hold
story until space

allocation is
determined (which

may impact the
desired story length or
story selection) within

the print product?

Yes

Assigning Editor

Submits files to
inbasket of Features
Page Coordinator or

Layout basket

Are there inside
page stories which
have not yet been
submitted to the
Features Page
Coordinator that

should be?

Does a
cover sheet
need to be
prepared or
updated?

May provides feedback
after that day’s 11 am or 4
pm News planning meeting

regarding promos, etc.

AME

No

Printed Page
DummiesPrinted Page

DummiesPrinted Page
Dummies

Selected
Printed Page
Dummies for

Features
Section and/or

Pages

Printed Page
DummiesPrinted Page

DummiesPrinted Page
Dummies

Selected
Printed Page
Dummies for

Features
Section and/or

Pages

Yes

No

Yes

Yes Yes

Assigning Editor

Returns page
dummies to Features

Executive News
Editor.

Selected
Printed Page
Dummies for

Features
Section and/or

Pages

No

See
“Text files sent from
Assigning Editor (or
Section Assigning
Editor) to Features
Page Coordinator
inbasket or Layout

inbasket

See
“Text files sent from
Assigning Editor (or

Section Assigning Editor)
to Features Page

Coordinator inbasket (if
the story is to appear on
the section front) or the

Layout Editor for all other
items.

Is this artwork a
graphic item,

such as a map
or info box, etc.,
that requires an
Artist to create?

Is there a
problem of
potential
offensive-

ness?

Is content
okay? Yes

No

Routes to AME for
review

Copy Editor

Reviews and
decides whether

to run

AME

Instructs Editorial
Assistant regarding

a swap/change.

AME

Indicates proof
and returns file
to Copy Editor

AME

Reviews any
instructions and

makes any
adjustments, as

indicated.

Copy Editor

Yes

No

Comics and  Syndicated Features

Features Section Fr ont Page Stories

Feature Section Inside Stories

Reworks item and
resubmits to Slot

Assigning Editor

No

YesIs there a file to
handle?No

No

No

No

Reporter
Reporter

Reporter

Reporter

Artist

Artist

Art Director

Artist

Artist

Features Page Coordinator Photo Editor

Executiv e Features Editor
Senior Ed itor, Features

Food & Home Editor
Entertai nment Editor

Leads weekly Monday am planning session, reviewing working
budget items for upcoming three week period.  In addition to

providing input regarding various stories, Each Assigning
Editor makes notes regarding potential centerpieces, special
needs, and follow-ups, required resource coverage, photos,

art, etc., as necessary.

AME

Art Director

Features Page Coordinator

Senior Ed itor, Features

Meet every Friday to critique sections
and determine assignments for the

next two week.

Note: This flight sheet is referred to
on daily basis, so that content is
routed to/from the appropriate

Artists.

Assigning Editor

Develop ideas

Reporter

Develop ideas

Reporter

Assigning Editor

Discuss potential story ideas
and upcoming stories to

cover with colleagues and
reporters

Reporters and Editors
receive input from
various sources, as

described on the
 INPUT

 process map

Yes

No

Assigning Editor

Updates budget
items, as
necessary

Should the
Reporter

prepare a photo
request?

Goes into TRAX and
makes a photo

request.

Reporter

Updates budget item
to indicate the photo

request.

Reporter

Continues to develop
the story.

Reporter

Reporter

Assigning Editor

Monitors story
progress with

reporter

Has  existing
photography to
accompany this

story?

See
PHOTOS-
Submitted

See
PHOTOS-

Staff Photos

Yes

No

Yes

Is a photo
needed?

Is an
illustration
needed?

Yes

No Yes

No

Note: Concept may have already been
developed in a prior planning meeting.

Writes , saves, and
self-edits story, to

agreed-upon length.

Reporter

Sends story to
Assigning Editor.

Reporter

See
ART

(for Feature non-
centerpiece
components)

Yes

No

No

No further action
needed to submit
content for inside

pages.

No

Notes: Features staff work 5 days a week, preparing a daily Feature section, plus weekly sections of Preview, Homes, and Travel. The daily Features front page typically is consists of a centerpiece and
second story that are composed by via the Art Department.  Various Assigning Editors take the lead in determining the content of a entire section or multiple section pages, based on a rotation of topics,
(e.g. Wednesday for food).  Likewise, on a rotation basis, Artists are assigned to work on Features section fronts, and weekly spreads in Preview, Homes, etc.

The Features section deadlines are determined by preprint/advance run press schedules.  The daily advance run requires all Features pages to be completed by 7:30 p.m.  The Features staff works
during the day and shares its layout workstations with the Sports staff that prepares its pages for the main runs, with 11:30 pm final page deadlines for the initial edition.

Features staff have a working budget of three weeks, providing more lead time for the creation of art and use of stringers.

Reporters may work with more than one Assigning Editor and outside contributors are also used to prepare local content.  Additionally, syndicated material is used, by topic, and for regular daily items
such as the comics, Dear Abby, puzzles, TV grid, etc.

Assura program
preflights file and
places processed

file in DONE
basket.

Are there files
in the folder? Yes

No

Is the photo to
run as color

photo?

Note: Images to run black-and-white typically require
between 0.5 and 1.5 minutes to enhance; color image to run

in color require from 1.0 to 5.o minutes to enhance.

Yes

No

Checks and changes
color resolution of the

JPG file

Color/Imag ing Tech

Enhances photo for
optimum press

reproduction

Color/Imag ing Tech

Save image as EPS file,
using a naming convention
that reflects the features

naming conventions.  Moves
to SCOOP folder/server.

Color/Imag ing Tech

Changes JPG file
image to black-and-

white and changes the
resolution for b/w

reproduction

Color/Imag ing Tech

Selects a photo file
and opens

Color/Imag ing Tech

Frequently checks
ENGRAVING
folder in Merlin

Color/Imaging
Tech
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