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BEFORE YOU BEGIN… 

3 IMPORTANT PRINCIPLES TO REMEMBER 

 

The Successful Producer is a  

The PRIMARY GOAL is to best accommodate the needs of ALL MEMBERS of YOUR TEAM! 

ALL ELSE is SECONDARY! 

This includes (but is not limited to) preparing and delivering accurate and relevant program items and 

information in a timely manner, as well as seeing to any peripheral comforts of team members you are 

empowered to address (coffee, etc.) 

 

 

 

The Successful Producer is a  

You are responsible to OBSERVE during the run of each program, and WATCH for any 

CHANGES which may need to occur 

NOTE: Some changes will require IMMEDIATE attention.  BE PREPARED to act QUICKLY! 

 

 

 

The Successful Producer is a  

You are FIRST a FOLLOWER OF CHRIST and a PRODUCER SECOND 

The degree of your SUCCESS in your role as PRODUCER (as in any other job pursuit) will ALWAYS be in 

DIRECT PROPORTION to your DESIRE and PURSUIT of JESUS CHRIST and his desire for your LIFE 
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PRIOR TO 5:00AM 
1. Take, Sort and Assemble … 

DAY folder 

 Music list 
o If missing, see Mornings Engineer 

 Lead sheets (live and pre-recorded interviews and commentaries) 
o If any leads missing 

 complete live leads at least 1 hour prior to time of interview 

 See LEAD WRITING NOTES 
 see engineer ASAP for pre-recorded leads 

 Confirm Breakpoint commentary lead will be printed and 
delivered to host by AM Assistant 

 Any additional notes (move to top of stack in folder) 
o Team absences and/or substitutes 
o Important program changes since yesterday’s meeting 

 

2. Deliver … 

 To Mornings host 
o Completed DAY folder 
o Today’s formatted Airforum Prep sheet (when available) 

 See FORMATTING NOTES 
o Copy of today’s Run sheet 

 To Mornings Engineer 
o Copy of today’s Run sheet 

 To AM Assistant (Call Screening station) 
o Copy of today’s Run sheet 

 To Mornings Producer 
o Copy of today’s Run sheet 

 

3. Test … 
     Communications to Control Room (when covering for Coordinating Producer) 

 Test studio intercom with Engineer 
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For every program element in a show (with the exception of talk segments, news and 

traffic) there MUST be a FEATURE SHEET, containing: 

 FEATURE TITLE…Contains guest name (his/her title and/or recent work) and  

        name of topic* 

 LEAD…Occurring at the opening of the interview/piece 

 TEASE…Occurring some moments prior to scheduled time of interview/piece 

Other elements in a FEATURE SHEET may include: 

 MORE INFO…Contact information for listeners (one or two website addresses) 

 BIO…Containing credentials, history, books, etc. 

o Brief Version (One short paragraph) 

 For use as a tag to the LEAD (to be read on-air) 

o Comprehensive Version (Multiple pages) 

 For use by host as a reference (not necessarily read on-air) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

                                Fig. 1 MOODY RADIO WMBI 90.9 LIVE FEATURE SHEET LAYOUT (2011) 

 

 Website/Blog information (all for reference only) 

 TALKING POINTS…Usually sent by guest (LIVE interview) 
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DAILY RUN SHEET 

The flow of each day’s program is dictated by that day’s Run sheet.  Not to be confused 

with a program “clock,” (The rule of fixed element “slots” in the hour, such as 

newscasts, news updates, weather and traffic updates, and station IDs), the Run sheet 

contains the entire show at a glance… 
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MEETING AGENDA 

On mornings when the Executive Producer/Host is in studio, a brief meeting is held 

following the morning show, to recap program elements and invite feedback.  The 

Meeting Agenda helps guide meeting topics and discussion.  Find the Meeting Agenda in 

shared files.  Then, adjust spacing/font sizing as needed to keep the Agenda to one 

page only… 
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Writing promo scripts for recording by the host is more an art than a science.  Total time 

for a Moody Radio Mornings promo is no more than 30-seconds.  However, alternate 

hosts will often differ in verbal pacing with both each other, as well as with the 

Executive Producer/Host, making it sometimes challenging to include all required promo 

elements, while remaining within the 30-second time constraint. 

 

A good rule to follow is that with more than 8 lines, the host will be pressed and will 

either be forced to rush or edit your promo.  The best rule, when possible, is 7.5 to 7.25 

lines (Promo templates are re-saved by day in shared files). 

 

Within the promo is: 

1. The day and date of the promo 

2. The Billboard…Opening section containing the most alluring piece/interview/topic  

    in tomorrow’s line-up (always ending with a thought-provoking  

    question) 

3. Second upcoming piece/interview/topic for tomorrow (when applicable) 

4. As needed, promote tomorrow’s “floating” segment (See Daily Run sheet) 

5. End with sentence containing general daily program elements and station ID 
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ABOUT… 
 

Seizing Opportunities… 
 

Ask Questions 

Now is the time to get the answers, while learning among a team of seasoned 

professionals in the field of broadcast communications.  Perhaps you’ll have future 

opportunities to do so elsewhere, but then again, maybe not!  
 

Intentionally Engage 

You have been invited aboard the flagship station of Moody Radio and given access into 

the “inner sanctum” of the Morning show.  Yes, everything moves fast, but that’s what 

makes it FUN!  Make it your goal to know and to be known while a part of our team.  It 

could mean the difference between a simple credit or credit and a job reference letter. 

 

ABOUT… 
 

Seizing Opportunities… 
 

 

Under-Promise, Over-Deliver 

If you say you plan to start at 5am, come in at 4:30; if you have one good news story 

(time-permitting), find two more.  If the lead you’ve written looks good (time-

permitting), write it again and make it great.  Even if you know you followed directions 

and brewed coffee correctly for Executive Producer/Mornings Host, Mark Elfstrand, ask 

him later if he liked it.  Serving involves taking care of others’ desires and needs 

sometimes before they even realize they have them. 

 

Finally, when you find you have reached your total hours required to complete your 

internship, yet you are aware of a need or areas of need which you are able/willing to 

address, offer to work a few hours more.  It can only make your time log look better to 

the Moody Internship department and you may find even more satisfaction knowing 

you’ve truly maximized all possible opportunities to serve. 

 

The inverse rule to this, of course, also applies:  if you know you CAN’T do it, don’t 

promise you CAN! 


