RM 36B
How to Write a News Report

Instructions

Get Ready

1. Gather background information that answers the five W’s for your
news report: who, what, where, when, and why. Also choose a “how,”
if appropriate. Write this information on the template in point form.

2. Interview someone connected to the story. Carefully record your
quotations on the template.

3. Think of a catchy headline.

Write the Lead

4. Write one or two sentences that tell what happened and that will catch
the interest of the reader.

Write the Background

5. Use your notes to write sentences that give some background on the
event or give details that help answer the five W’s and how.

6. Include at least one quotation from someone you interviewed.

Write a Concluding Statement

7. Write a sentence that explains the possible consequences of the event,
or what might happen next.

Check Your Work

8. Make sure you have included all the most important information (have
you answered the 5 W’s and how?).

9. Read through again to correct grammar, spelling, and punctuation
mistakes. Make sure you have used quotation marks correctly.
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RM 36A

How to Write a News Report
Template

Name:

HEADLINE:

THE LEAD
(Summarize what happened to get the reader’s interest.)

BACKGROUND
(Give background information about the event and more information about the 5 W’s.)

QUOTATIONS
(Quote people who were involved in the event.)

CONCLUDING STATEMENT
(Conclude with consequences or possible future leads.)
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AM 5
News Report Checklist

Name: Title:

Main Idea
O The topic sentence is in the first part of the piece.
OO0 The main idea remains consistent throughout the piece.

O The main idea is restated in the final part of the piece.

Supporting Details
0 Who, what, where, when, and why are all included.

O Supporting details are clearly related to the main idea.

Organization
O Connecting words are used between ideas, sentences, and paragraphs.

O Each paragraph (if more than one is present) has a clearly defined topic.

Audience and Purpose

O Level of language and tone are appropriate for audience and purpose.

Grammar

[0 Sentences are complete and cotrect (verbs agree with subjects, pronouns agree with antecedents,
verb tense is consistent).

Spelling

O Spellings checked using spelling patterns, rules, and resources.

Punctuation

0 Punctuation is used correctly (e.g., period, question mark, exclamation mark, comma, dash,
apostrophe, colon, quotation marks, parentheses, ellipses).
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