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Process 4: Script Writing and Editing


Review Transcript

1. Print out transcript

2. Listen to interview if available, and follow transcript

3. Highlight possible audio, noting which section it suits

4. Highlight useable section content and note which section it suits

Prep Script

1. Rename template header to Subject Name & Occupation and save in following format:



###_FirstNameLastInitial_v01yourinitials



(eg. 116_JoannaF_v01jc)

2. Enter top level information for sections 1 - 6 using info from transcript and résumé

Rough in Text

Tip: Highlight or cross out information in the transcript as you use it so it's not repeated in the script

1. Identify chosen audio from your notes

2. Copy and paste the source text into template in the appropriate section

3. Copy and paste chosen text content into template in appropriate subsections

Edit Rough Text

1. Edit/rewrite each subsection checking for:

· Grammar (it's/its, there's two/there are two…)

· Spelling

· Subject's voice

· Unity of thought/statement-resolution

· Max 550 char including paces

2. Determine Subsection Titles - max 2 lines, 15 char per

3. Re-read entire content - check for duplication, etc.

4. Organize Subsections into a 'story' if possible 

5. Listen to the MP3 of the interview only for the sound bites you’ve chosen, to ensure the transcribed words match the sound.

Research/Enter USEFUL LINKS

1. Explore links to find specific links to the occupation

2. Write short synopsis of links - (not required for education or related occupation links)

Submit Draft to Learning Agents

1. Send draft to Alex Merrill for further editing: alex_merrill@morison.ca
Note re file naming:

The writer is responsible for renumbering the version of a file. When the editor sends version back with her initials tacked on the end of the file name, the writer should increase the number by one and only the writer's initials added on. The 3 versions will look like this (tw = the writer's initials):

116_JoannaF_v01tw 

116_JoannaF_v01twam (Alex Merrill edits the first draft - sends it back to the writer)

116_JoannaF_v02tw  (writer makes/accepts suggested changes)

116_JoannaF_v02twam

116_JoannaF_v03tw

116_JoannaF_v03twam, etc. (if more drafts required)
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