VERDE GUIDE

Verde, to put it simply, is all about creativity.  This creativity is not only in the publication itself but also the method by creating the magazine.  There are hundreds of different ways to organize the magazine’s creation as we found this past year and by the fourth issue we had devised a system that was both efficient and organized.  From this list of tips and nonsensical ramblings, please add, subtract, and multiply your own experiences as editors so that the Verde tradition may continue and some day reach our initial lofty goals.

YOUR ROLE AS AN EDITOR

Say this to yourself: Leaders Lead. Leaders Lead. Leaders Lead.

Ok, now think about it. Seriously.

Anywhere in that sentence, do you see, “Leaders stay up until four a.m. doing everyone else’s’ work for them because they were too stupid to do it themselves?”  No. Do you see, "Only editors write the hard stories because everyone else is incapable?" No. Do you see, "The editors are the only ones who know what they’re doing so therefore they do everything?" No. You may think this sounds ridiculous, but your job is supervision. You should not be sitting around laying out pages during production week. Your role as an editor is to assign people tasks and make sure they do it. That’s it. Seriously. It took us most of the year to realize that most of the people in the class were fairly competent and we didn’t have to do everything. It’s hard sometimes, but trust people to do a good job. Your faith in them will give them motivation to do the best job they can. Encourage them and be positive. Help people when they need it, even if they don’t ask. Let them know when you like what they’re doing. They will respond, and you’ll be left with some kick-ass pages and stories. Just have a little faith in your staff.

Role modeling is also very important as an editor. You may think people won’t notice or care if you turn your stories in late, but they do. We all remember being page editors and having to wait for the freakin’ editors to get their shit done. Make sure you set a good example. If you are consistently responsible and on time, your staff will try to do the same. However, if you slack off, it shows them that they can too.

Also, set a good example during production week. Make yourself useful. Don’t sit around and goof off in an exclusive little editors’ group. Be productive. Walk around and help people. If you have nothing to do, you’re not doing something.

Finally, in class, comport yourself in the way you want people in the class to act. If they see you goofing off and talking, they’ll feel free to do the same. If you have one of the boring guest speakers Woj will inevitably bring in, make sure you at least look like you’re paying attention. People truly are sheep—they’ll do what you do, so make what you do look good.

STORY IDEAS + ASSIGNING

Without interesting and well-crafted stories any magazine will fail.  Except in the case of artsy-fartsy photography/avant garde fashion magazines, the stories are a reader’s motivation to pick up the magazine in the first place (that or a nude model on the cover).

To accommodate the variety of readers at Paly, it is best to choose a variety of topics and types of articles.  Types of articles include the short articles (or "mini’s" as we fondly called them), medium length feature articles, "steps" articles and longer, more researched trend articles.  

These longer articles will most likely be related to the cover story but may include a few other articles grouped into the main features section.

Each cycle of the magazine should begin with story suggestions in class by editors and other staff members.  However, it is important to remember that finding stories isn’t a basic two-day process that takes place in class.  As editors you always need to be on the lookout for interesting topics pertaining to high school students that can be easily found by scouring newspapers, a variety of magazines, and the Internet.

Verde’s goal from the beginning was to be a publication that really covered what was going on at Paly, but to go deeper than the surface, to write about the important people and programs and goings-on at Paly that no one’s ever written about. We are the only people who can really write about Paly and tell it like it is. It may sound lame, but it’s really a wonderful opportunity to put the spotlight on deserving people/programs at Paly. This goal was exemplified this year in several stories including Unity at Paly and the Latinos Unidos club.  All were interesting stories, and we received many compliments from students, staff and parents for covering topics that have been traditionally ignored.

Believe it or not, writing about Paly can be interesting. Make sure that every story in the magazine somehow relates to Paly.  Be CREATIVE! It’s your school, and you are the only ones who can really cover it!

Ironically, stories within close reach about Paly and its students can be the most difficult to find.  Research must be done on campus to dig beneath the superficial high school stories about sports teams and clubs.  These stories tend to explain the club’s purpose without going into detail about the people.  For example, an article about the debate team would not spark much interest with readers but an article focusing on two of the team’s nationally ranked debaters, their obsessions with zoo animals, and aspirations of world domination would be a large improvement.  Vapid subjects can occasionally be thwarted with offbeat writing styles.  The MINHUET article that appeared in the third issue of Verde is a classic example, following the club through a practice session and describing the setting in 15-minute intervals.

With concern for story topics, editors also must develop an eye for diversity within the pages of the magazine.  Because at this point the journalism class at Paly is far from diverse, an effort must be made to include as many groups (including age, sex, race, etc.) as possible.  

Literally sit down and ask yourself, "Do we have enough representation of Latino/African-American/Asian/Pacific-Islanders in the magazine? How can we make sure to represent everyone?" Choose stories and assign articles that have potential to include lots of people from diverse backgrounds. Verde is not made for a single group of people, it is made for the entire student body and while male seniors may drool for hours over the six page Britney bikini fashion spread, the conservative sophomore girl may not have the same reaction.

On a similar note of tasteful materials, Verde is not about testing the limits of what the magazine can publish.  It is not a place for raunchy humor, attacks on the principal or anything in a similar nature that is sometimes published in a certain newspaper. High-school humor, columns, jokes and everything like that is better covered by the Campanile, because that is a publication that comes out more often and is generally taken less seriously. (It sounds bad, but many teachers and other staff members told us throughout the year that they stopped reading the Campanile years ago and Verde was a welcome edition to the high school publications.) There are two objectives to this self-censorship: 1. We do not want to collectively kiss the administration’s ass but rather want to provide a magazine that people know they can open up without being completely offended.  Controversy over published materials should come from thought provoking research articles and well-reasoned editor’s notes. 2. We want to retain the respect we earned this year. Verde is a very high-quality magazine, and raunchy humor that might be funny to select high school students is generally not very funny to parents and staff, who believe it or not, are just as big a reader dynamic as the students themselves. (That’s not to say you have to write the magazine to please the parents. Just make sure that it’s tasteful.)

Because Verde cycles are once a quarter, the class has the luxury of spending several days on ideas for stories.  Typically two days (a normal period and a block period) should suffice. However, be flexible: in the case of an unending supply of ideas or the opposite, a few more days may be needed.  And feel free to take as much time as you want to discuss ideas. Debate them in class. Have the people who suggested the idea explain it and maybe even draw a sample layout on the board. Good ideas are SO important! Never assign an idea that sucks to anyone, hoping it will get better when they write it. Everyone should be excited about every story that goes into the magazine.

When initially rejecting ideas from the list about half of the ideas will go without thought usually because they are either inappropriate or completely uninteresting.  The list should be reduced until the remaining ideas answer yes to most of the questions above.  If the reduced list appears that it is not enough ideas for an issue schedule an additional story ideas session in class.  If it appears that there are too many ideas select the best ideas, keeping track of the others for possible use in a later issue.  The article about nude sunbathing may not fit for the winter issue but could seem more appropriate for the summer issue.  Select ideas also with some respect to request sheets made by staff members so you will begin to see who wants to write what article.

Once the list of ideas is complete, each story idea needs to be reviewed in detail.  Besides actually creating the ideas, this is arguably the most important step in the story process.  In addition to focusing on whether on not the idea would make an interesting story, editors must ask themselves a number of questions about an idea.  These include (but are not limited to): Could I see this in the magazine?  Can I envision someone on the staff writing it? Is it an idea that will allow us to write about the diversity of Paly? Are minorities included? Is the research plausible in the time limit or is it too difficult?  And most importantly: Does a creative layout exist with this story?  Can the editor obtain art or photographs for layout?

Lastly, one of the most important things you MUST do before assigning stories is discuss everything with Woj. Plan a time and sit down with her to talk everything out. Actually listen to what she has to say too, as ridiculous as it may seem sometimes. She is what makes the journalism program tick and her imput is really important. She’ll also get really infuriated if you don’t do this with her! So do it!

WRITING THE STORIES

The main difference between magazine and newspaper stories is that newspaper stories can be absorbed in 5 minutes or less. They are superficial, cover the surface and brush over the main topics, but that’s about it. Magazine stories are much more in-depth. Writing them requires research, time, and brainpower—as in, you shouldn’t dash one off in 15 minutes. Your goal should be to make them thoughtful, provocative, interesting, and creatively written. The main way to do this is to select good writers for the staff. Everyone should spend a good deal of time doing research for their stories — getting quotes, talking to secondary sources, looking up facts on the Internet, all that good stuff. The key to a quality story is lots of facts and quotes to support the overriding theme or opinion. No research = it sounds like BS. Make sure the staff understands this. It’s painfully obvious when stories are turned in, who has taken time to write their story and who has not. Taking the class to the computer lab and giving them time in class to do it is generally a good way to make sure that they’re not writing it all in one night. Everyone tends to procrastinate for as long as they possibly can before writing the stories, which generally does not contribute to high quality.

        


The way to get quality stories is to have people turn things in stages:

1. Research & Ideas

2. Rough Draft

3. Final Draft

4. Print Draft

All of the editors-in-chief should read each one of these, as well as talk to the author about the direction their story is going in. Supervision throughout the story-writing process is the key to getting a good story. Think up penalties for people who don’t turn their stuff in on time and actually enforce them. Getting Woj to call parents is generally pretty effective.

CORRECTING THE STORIES

        
Every story published this year in Verde was read at least three separate times by each of the three editors-in-chief. We could hardly bring ourselves to read the magazine after it came out because we were so sick of reading the stories. You should hold yourselves to the same standards. It is important to be meticulous about correcting stories. Read them slowly and thoroughly. Talk over your corrections with the author and explain the changes you made. If you make changes on someone’s page, make sure they know about it and understand why you’re doing it. Be a perfectionist. Make sure to spell everyone’s names right in the stories you’re writing about. Double and triple check everything. Quality of writing is key.

COVER STORY

        As the year went on, the cover story eventually evolved from a single idea into a huge, detailed Time-esque collection of pieces.  When it comes to the cover story, however, size is not a necessity. A good, provocative idea is key. Serious topics may only require a long story followed by several smaller sidebar stories.  Since several far-reaching subjects were chosen that were not very specific, the cover story is probably the area of Verde that has the greatest room for improvement.  Above all, the cover story must be interesting.  This does not mean it must scream something like Anal sex! Coke snorting! Death metal! but the cover story entices people to get the magazine and sets the tone for the entire issue.

The actual cover design/picture/art for the issue must be planned immediately.  A cover story that does not have any design ideas should be moved into the features section.  Notice that the word 'ideas' is plural because each cover story will need several good ideas for cover layouts in order to be successful. You may have the coolest idea of this big sexy image for the cover but when you can’t get a picture of it or it ends up looking stupid you will be screwed if you don’t have a backup plan.  Always assume that your first idea will fail so you have a way out and if it doesn’t fail you can feel like Michael Jackson. In order to get enough ideas for the cover design and cover story layout, brainstorm in class with everyone. The only thing the editors should do regarding the cover story is facilitate the layout design—i.e. Make the template or whatever. The class should do everything else, from writing to doing the layout.

        Another point of interest for the cover story is the editor’s note.  With each issue it will become more difficult to say something cute such as "we worked really hard on this issue and hope you enjoy it."  Instead, the editor’s note should be used as a vehicle for opinion similar to a newspaper’s editorial.  It cannot and should not be a soapbox for simple social commentary but with ties to the cover story can comment on important current issues.  Verde is not a dull teenage magazine and the opportunity to influence readers should be taken seriously.

STORYBOARD

In its table format, the storyboard appears very simple but it is easily the most difficult and confusing part of the magazine process.  The best way to start is to input the information that is always the same (the "repeated" pages).  The magazine begins on page one and ends on page 80, meaning page one will always be the cover and page 80 will always be the back ad.  Other standard pages include the table of contents (page 3), staff listing (page 5), and Exit (page 78).  The difficulty to the storyboard enters as you enter the last two standard pages of the magazine, the introduction to the cover story (pages 40 and 41).  If the cover story were not to start on these pages it would not be catastrophic but in general pages 40 and 41 are excellent because it is easy to find in the center of the magazine and it is color.  The pages that have color when printed include the cover, 20, 21, 40, 41, 60, 61, and the back cover.  For the remaining color pages it is best to put a story that has the potential for interesting color graphics so that the space is not wasted.  For each issue in the first year except the fourth, color pages were not used because of poor planning.  As long as there are high quality photographs that go along with a story it really is possible for any story to be on a color page.

The next major step is to add some of the advertising to the storyboard.  

With help from the advertising manager figure out how many ads will need to be sold that issue to cover printings costs.  Ad pages can then be added to pages 2, 4, 79, and the back cover because these pages are always ad pages.  Save the remaining ads and spread them apart in the storyboard as you begin to add the articles.

At this point, begin to pencil in an estimate number of pages for each article on the story idea sheet and input the story into the storyboard based on the number of pages.  Approximate about 500 words per page and factor room for artwork somewhere into the equation.  This is easily the most frustrating part of the process and will take many attempts before the articles, color pages, ads, and repeated pages all fit.  The best way to start is to begin the middle of the magazine with the cover story and work out from there but even this is not a perfect method.  Most likely the story board will need to be recreated about five times before everything fits and it will usually be many more times than this.

Business & Advertising

One of the key roles on the publication is the role of business manager/ad manager. This is the person who is responsible for making sure the magazine has enough money to print each quarter. The job can be a pain in the butt or rewarding depending on how you go about it. Over the past year I’ve learned how to and how not to handle this enormous task of soliciting ads, designing ads, processing checks, and keeping track of it all. 

Simply put, if there aren’t ads, the magazine doesn’t come out. Ads (in the form on 1/4 page, 1/2 page or full page) are the primary source of revenue for the publication. You’ll need to talk with the editors when they make the storyboard about how many pages will be allotted for ads. Figure each run costs between $2,000 and $4,000 (these prices may have increased) and each full ad page can generate between $160 and $300 in revenue. You’re going to need quite a few ad pages and this is where the magazine ran into problems last year — we simply couldn’t fill the space with paying ads. For this year, I suggest increasing the rates a bit. They were $40 for a 1/4, $75 for 1/2, $150 for a full-page black + white, and $300 for full color. These rates really need to be doubled in order to make the magazine profitable and maintain the standard 10 pages of ads allotment.

Getting a company to advertise is quite a daunting and frustrating for one person to take on. That’s why the entire staff needs to share in this responsibility. It should be made very clear in the beginning of the year that everyone is required to “get” at least one ad per quarter. This was found to be the best solution since there would be 20-30 people calling for ads instead of one or two. Once the person secures an advertiser, you take over and become responsible for everything about that ad. That way, one central person knows the entire situation rather than madly piecing together who has which ad during production week.  Translation: Joe Student needs to call around to local places and ask if they would be willing to support a local high school publication. Joe has to follow up with this company or person until they agree (or otherwise) to place an ad. At that point, Joe hands the contact information along with ad size, photo-ready art or material to create an ad over to you. You then call the contact at that company back (if necessary) to arrange pick-up of materials or artwork necessary to create their ad. You communicate with that company. If that company decides to stop advertising, Joe needs to go back to the phone and get a new advertiser or he risks his grade. 

Notes: Dealing with businesses can be very frustrating. Here are a few tips to make sure you’re doing everything possible to get an ad from that business:

· Make sure you’re speaking with the right person. Owners or managers are good to speak with. Some businesses have bookkeepers or ad coordinators you need to speak with instead. Basically, don’t waste your breath on the person who picks up the phone. Follow the phone script I’ve created.

· These people operate on strange schedules. Owners/managers are sometimes in during the morning rather than the afternoon/evening. Try calling them at brunch or lunch if this is the case. Woj could probably help you get out of class if needed. 

· Be as professional as possible while speaking with these people. They’re more likely to do business with someone who sounds like they know what they’re doing. 

· Be reachable! If these places want to call you back, it’s nearly impossible for someone to return your call when you’re at school. The phone system at Paly is quite convoluted. Carry a cell phone and give that business your number when you’re getting called back.

· Be persistent. If they say they’re going to call you back, there’s a 90% chance that they won’t. Find out when the person in charge of advertising is going to be in and call during those hours. 

· Some companies try to duck out of advertising by asking for some additional information. You’re in luck! Paly has a fax machine in the main office (across from Mr. Laurence’s office and next to the big laser printer.) Immediately ask them for their fax number and fax over the ad contract and info letter (plus anything else you may see fit) then ask when you should call back after they have had a chance to review the newly faxed items. 

· Plan in advance! I can’t stress this point enough. Even if I started calling around three weeks before production was scheduled to begin, it still came down to the last few days before the magazine was to go to print before all the ads were nailed down. Immediately after each issue returns from the printer, mail each advertiser a copy of the magazine. A few days later call each business back to “follow up on their ad.” Make sure they have reviewed the magazine and ask if they would like to continue to advertise. If they don’t want to, it’s time to find another advertiser. I left some ads from last year in the business folder for re-use.

· Don’t get behind in your duties. Remember that the magazine is basically riding on you and/or your business team. Keep track of which companies are advertising, their contact info, and specifics about their ad. I’ve left a few Excel spreadsheets from past editions so that you can see how I kept track of businesses. If things aren’t going as planned, let the editors and Woj know immediately. 

· Finally, hang in there. This job is tough, but it has great rewards. The skills you learn from this aspect of production will definitely prepare you for real-world scenarios. Hey, if you do a good job for a company, they may offer you an internship in their marketing department (seriously!)

Business

The business side of the magazine goes together with advertising. The business manager, often under the title of managing editor can also be the ad manager (as the case was last year). A two-person team could also work well. The managing editor works closely with the ad manager, EICs (eds. in chief) and Woj to coordinate expenses, follow up with late payments, enter checks into the database and mail copies of the magazine out. You’re responsible for making sure there’s enough money in the bank to print.

The Verde billing database is a Filemaker Pro document that resides in the Business folder on Stanley. There is one database for each year the magazine prints. Every time an issue comes out, you’ll open the database and add new records for each ad. 

This is the default view for entering data into the database. Use the buttons at the top to create a new bill, or generate an invoice to be printed and mailed out. The price computes automatically. You can charge more by entering an amount into the other field or discount the price by entering a number into the discount field. 

Filemaker lets you find all records from a particular issue by clicking the Find Record button and choosing the issue number from the pull down menu. This is handy when you want to print invoices from only one issue. Otherwise, Filemaker will print all the records in the database (which can be in upwards of 100 records.)  Familiarize yourself with the program. Woj probably has a book on Filemaker you can read. You NEED to know how to use this program in order to do your job. After running a find command, you’ll need to run a find all command to see all your records again. Press Command-J to see all your records. Also, to navigate among records, use the little card-like buttons on the left side of the Filemaker window. 

It is now time to print invoices to send along with a copy of the magazine to each advertiser. Run a search for all records from the issue you’re printing invoices from and click the generate invoice button. This command switches the view over to the invoice view. Print these suckers out on a good printer. Get the lab admin to turn Econo-mode off of Harley or choose another network printer. 

When you’re done printing, switch your view back to Data Entry mode using the pull down tap in the upper left-hand corner (see the circled area in the diagram above.)

Get the help of a few staff members to address large manila envelopes to each business (ask Woj for these.) Include a copy of the magazine with the bill tucked inside of the same page as that company’s ad. Seal them up and send them off. 

Once the checks come in, you need to update the database with the businesses that have paid. Flip back over to the data entry view and alter the little check boxes that indicate whether the company has paid or not. To catch companies who haven’t yet paid, run a find and check the “no” box and Filemaker will show you all the records of companies who haven’t paid. 

To “remind” companies to pay their bill, send them a reminder notice. The document can be found in the business folder on Stanley. 

Finally, review the notes on being an ad manager since your jobs overlap quite significantly. Remember that you’re learning real-world skills. This experience is invaluable and will prepare you greatly for life after Paly. The first edition or two will be tough for everyone. Hang in there and by issue 3, things should be running smoothly. 

Putting it together

Little advice can be given about the actual magazine’s creation.  Each storywriter should be responsible for designing and editing the pages for the story they wrote.  Important production notes include: constant page editing check by editors, page checks by the design editor, modeling layouts after popular magazines for the apathetic designers, and last but not least leaving several weeks for production- it will always take a week longer then you plan!

Technical Crap

All of the technical work of the magazine is easily the most fun part (ok, just kidding).  Besides helping clueless page editors turn on their computers during production, the editor in charge of technology has two main assignments.  The first is preparing a working template with the design editor for the page editors to use.  The second assignment is organizing all of the files to send to the printer.  Although it can take several hours to do, it is actually simpler that people imagine.  The objective is to check and double check that each page is included in the set of zip disks given to the printer and all pictures used on the pages are included.  Each page or group of pages should have a separate folder that includes all of the artwork they have used.  When pages are complete they should be placed in a ‘final’ folder on a central computer where all of the work will be compiled.  It is most effective to transfer files to a zip disk, move the zip disk to a different computer and then to check the links (moving computers allows the links to be updated automatically to the disk instead of still looking for pictures on the computer’s hard drive).  When pages are completely transferred, two copies should be printed- one to go into a binder for the printer and one to keep.

Fonts must also be included with the disks, preferably added to a folder on the first disk.  To smooth out the transfer process and to create some unification in the magazine it is not advisable to use more than 10 families of fonts.  This past year Verde used two main sets of fonts: the Plantin family for body text and the Universe family for headlines, second decks, captions and basically anything else.  A few extra fonts were thrown in and an additional font was added specifically for the cover story to fit whatever design and feel the cover story was attempted to achieve.  Adobe’s postscript fonts were found to be the easiest to use but are difficult to come by because they are very expensive and used normally by professional designers.

        As far as design goes, simplicity is key. "White space is a good thing" should be your class model. There should be one or two really prominent things on your page and that’s it. Keep it simple and professional looking. Use white space as a tool, just like you use photos or different placement of articles. Make sure to take time in class to have people look over layouts of professional magazines, and encourage them to copy those layouts on their own pages. DO NOT let people go crazy with fonts. One or two unusual fonts per magazine is plenty!!!

ARTWORK IN THE MAGAZINE

It is very, very, very important to make sure you have responsible, creative photographers whom will get their work done ON TIME. We’ve all seen this happen: the photographers don’t get their pictures in on time, so the page editors get frustrated because they feel that they can’t start without pictures, so they leave, so production week basically stops, and the editors get pissed, and everyone is screwed over. The way to prevent this is through thorough regulation on the photographers. Assign photos EARLY, at least two weeks before production week is supposed to start. Check up on the photographers often. Make sure pictures are developed before production week.

Also, even competent photographers can take some really stupid pictures if they are not given enough specific directions about what the pictures should be of. If you want a picture of a little man in a tree, say to the photographer, "I want a picture of Mr. Little Man, in the tree by the student center, on the 3rd branch up. I want you to focus on his expression and make sure to have that be the center of the picture." It sounds ridiculous, but this is really essential. You want to make sure you can use the pictures the first time they’re taken.

DISTRIBUTION OF THE MAGAZINE

The magazine should be distributed in these places: staff mailboxes, the library, the ARC, the student center…. Make sure to get the magazines in the staff mailboxes as soon as they come out, or else you’ll have angry teachers complaining at you. Take a class period and send out people with stacks of magazines to various locations in the school. Also, use Woj’s neato shopping cart to take them around at lunchtime.

THE FOLDER SYSTEM

The folder system is one of the best things we thought of last year. Everyone in the class has a folder with their name on it. In that folder they can store their stories, corrections, pictures, disks, notes, all that good stuff. It makes everyone personally responsible for their stuff, so less important things get lost, and people will not be frantically running around at 11pm asking if anyone has seen their disk. After you are finished correcting stories, you can drop the corrections off in their folder and that way they won’t have to come find you before they can start working on their page.

FINAL NOTES

        Working on Verde is an amazing opportunity because you are in the process of establishing the magazine. There is tons of room for improvement, and every good idea and hour of hard work you put into the magazine will only make it better. Never be afraid to innovate, to create, to push boundaries, to write about confusing and painful subjects. Be groundbreaking, exciting and inspirational. Use your voice as a student publication to spread the word about important topics. Be responsible with your freedom, but utilize it for all it’s worth.

We wish you the best of luck.

Verde Editors 99-00

