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This paper is the voice of the student body
and the servant of its interests. It is the champion of
all causes that will contribute to the development
of the institution in numbers, influence and char-
acter.

It has been named the Technique, a name that
expresses the purpose and nature of the school and
paper as well, perhaps, as it can be expressed in a
word. For although we desire inspiration with school
spirit, and a wealth of life and feeling for every
student, yet we desire also the aim of our work and
study should not be forgotten. That, with each
succeeding issue, the name should become associ-
ated with the richest experiences of our college life,
with our most intense efforts, and happiest accom-
plishments—this is the hope of the editors.

For the Technique desires intensely to serve;
to express for us our wishes and needs; to increase
our school spirit; encourage us in disappointment;
congratulate us in success. It desires to make more
efficient the management of student enterprises by
offering a means of communication between the
directors and the workers. It will obviate many
meetings that are now necessary and make more
effective those that are held

It wishes to bring the alumni in closer contact
with college like and college enterprise; to bring
more quickly and solidly their support to our ef-
forts; to make them feel themselves more intimate-
ly a part of the school.

In a word, the Technique desires to serve as a
timesaver, a conserver of energy and spirit, a power
behind every college movement.

Reprinted from the Technique, Vol. 1, No. 1, Nov.
17, 1911

Technique Credo WWWWWELCOMEELCOMEELCOMEELCOMEELCOME     TOTOTOTOTO     THETHETHETHETHE T T T T TECHNIQUEECHNIQUEECHNIQUEECHNIQUEECHNIQUE..... We’re glad you
made the decision to attend a meeting of “The South’s
Liveliest College Newspaper.” If you choose to become
involved with your school’s student newspaper, I prom-
ise you a wealth of memories and a wealth of knowl-
edge—about newspapers, Georgia Tech and yourself.

This staff manual and style guide acts as the holy
book of the Technique. It contains the practices and stan-
dards that provide continuity at the paper—the prin-
ciples that have guided our service to the Institute com-
munity since our creation in 1911. Please take the time
to read through it, and feel free to ask questions to the
editor-in-chief.

The Technique credo to the left explains the mis-
sion of the newspaper as developed by its founders. The
newspaper is published every Friday during fall and
spring semesters, with the exception of dead week, fi-
nals week and the first week of each semester. During
the summer, the Technique is published bi-weekly.

The staff of the Technique is structured as follows:
• The Editorial Board is made up of the news,

opinions, focus, entertainment, sports, online and pho-
tography editors, as well as the managing editor, adver-
tising manager and editor-in-chief. Together this body
sets overall newspaper goals and policy, while individu-
ally, each member has a number of important and as-
signed responsibilities.

• The writing staff is led by eight senior staff writ-
ers, selected each spring by the editor-in-chief. These
individuals write nearly each week and help to set stan-
dards and goals within their assigned sections. Staff writ-
ers and contributing writers work with the senior staff
writers and section editors to develop content.

• Other positions, like photographers, copy edi-
tors, circulation managers and advertising sales repre-
sentatives, contribute greatly to the success of the news-
paper. They each work under a section editor or, in some
cases, directly for the editor-in-chief. If you have ques-
tions about the structure of the Technique staff or want
to learn how to move up in the ranks, talk to your sec-
tion editor or the editor-in-chief. In the mean time, this
guide should answer many of your questions.
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A student newspaper needs administrative policies
and procedures in order to maintain a sense

of continuity and professionalism in the office. It is
with these goals in mind that this section of the Tech-
nique staff manual was created.

Staff policies

Only members of the Technique staff, or on oc-
casion staff members of other Tech student publica-
tions, can write for the Technique. Joining the staff is
simple; by attending any weekly meeting and an in-
troductory workshop, any student becomes a mem-
ber of the staff. When a student’s first story is pub-
lished, that person becomes a “contributing writer.”
Taking photographs for the Technique works in a
similar manner.

After a writer submits four to six stories, a sec-
tion editor can recommend that he or she be pro-
moted to “staff writer.” The editor-in-chief then con-
ducts an interview with the writer to discuss the re-
sponsibilities of being a staff writer, as well as the
writer’s desires and expectations for the position. Usu-
ally this interview merely serves as a formality, and
the writer moves up to “staff writer,” at which point
he or she is added to the payroll.

Staff writers and photographers are paid on a
weekly basis by the Managing Editor. They are paid
on a per story or per photo basis, and the editor-in-
chief sets these levels each year. Usually a staff writer

ADMINISTRATIVE
Procedures and Policies

receives $8-10 per story depending on the length and
quality, and a senior staff writer earns $10-12. Pho-
tographers are paid on a similar basis, with their lev-
els being set jointly by the photography editor and
the editor-in-chief. Photographers and writers may
earn addition money by helping out during deadline
or writing additional stories. Editors are paid a weekly
salary determined by the editor-in-chief. All mem-
bers of the staff are paid on a bi-weekly basis, like
other members of the Institute payroll.

Once staff members join the Technique, they
should keep in mind, that to many people on cam-
pus, they will now act as a representative of the Tech-
nique. They should try to act in a manner that will
bring credit to the newspaper whenever possible.

GENERAL STAFF MEETINGS are held weekly,
each Tuesday night at 7 p.m. All members of the Tech-
nique staff should make every effort to attend these
meetings. The editorial board meets weekly at 6 p.m.
Senior staff writers and others are invited to attend
this meeting, but it is only required for members of
the editorial board.

Office policies

Any member of the Technique staff may stop by
the office at any time of the day to check email, eat
lunch or just relax on the couches in the lobby. We
encourage you to do this sort of thing; it’s always more
fun to work somewhere where a sense of community
exists and people know and care about each other.

That being said, the Technique office is still, first
and foremost, a place of business. Therefore, it is
important that certain policies are followed so that
we can all have fun and do a good job at the same
time.

Striving for the delicate
balance of professionalism
and fun that defines the
Technique.
○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○
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○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○

The telephonetelephonetelephonetelephonetelephone
is often our first contact with
many administrators, readers
and potential advertisers. It is
important that we make a
good first impression. If the
phone rings editors should be
the first to answer it before
the third ring by saying,
“Good moning/afternoon/
evening, Technique.”
○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○

PROFESSIONAL OFFICE CONDUCT is expected at
all times. While we all let the F-bomb fly on occasion,
Technique staff members should generally avoid foul lan-
guage, temper tantrums, disrespectful comments and
hurtful humor while in the office. A good guideline to
follow is that if anyone in the room could feel uncom-
fortable because of your actions, you should probably
change them.

THE TELEVISION AND RADIO are for staff use of
the staff members, but they should only be in operation
when no one in the room is working or when all parties
agree. If you must watch television or listen to the radio,
feel free to bring headphones to the office.

FOOD AND DRINK can damage the computer
equipment, so please be careful when eating or drinking
at your desk.

DESK CLEANLINESS is very important. Often
messages are transmitted to editors through informa-
tion on their desks. Also advertising clients and other
members of the Tech community who enter the office
should be impressed by our cleanliness, not concerned
by our disorder.

COMPUTERS EXIST for use in the production of
official Georgia Tech student publications. However, they
may be used for personal or class work according to the
following guidelines set annually by the editor-in-chief.
The current guidelines are as follows:

• users must be current or former student publica-
tions staff members

• no personal files may be stored on the desktop,
hard drive, or publication shared folders (i.e.. Technique
or Blueprint server shares)

• personal files must be stored on removable media
or the “Personal Files” volume on the server

• personal use, both of the server and of the indi-
vidual workstations, must not interfere with any
publication’s computing needs

• open files, including those related to publications,
will be closed without saving when necessary

Personal use consists of any academic, personal, or
other work use not directly related to one of the student
publications. Personal files found anywhere other than
the “Personal Files” volume on the server are subject to
immediate deletion.

There is a 100 MB limit per user folder in “Personal
Files” on the server. However, this limit is not automati-
cally enforced and may be exceeded temporarily to trans-
fer large files from one machine to another.  For longer-
term storage solutions, staff members may provide their
own ZIP disks or use the DVD-RAM drive in the ads
machine.  Removable 5.2 GB media for the drive costs
around $10.

In general, students should avoid downloading ap-
plications to any of the workstations. Also staff mem-
bers should be willing to stop their personal computer
usage if the computer is needed for any publications-
related task.

THE PRINTER, COPIER AND FAX MACHINE ex-
ist for the use of student publications. Only in rare cases
should they be used for other purposes, and any such
use should be cleared with the editor-in-chief or publi-
cations manager.

THE TELEPHONE is often our first contact with
many administrators, readers and potential advertisers.
It is important that we make a good first impression. If
the phone rings, editors should be the first to answer it,
and before the third ring, by saying, “Good morning/
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○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○

afternoon/evening, Technique.”
Be as polite as possible and as helpful as possible. If

you don’t know the answer to someone’s question, place
the called on hold and see if anyone does. If no one in
the office is available to help the caller, take a message.
Follow through and make sure the appropriate person
gets the message. You don’t know who is on the other
line; always assume that the person you are speaking to
wants to buy a full-color full-page ad, or is calling with
a tip that could turn into next week’s headline news.

ANY LONG DISTANCE telephone call must have a
clear business purpose, and must be approved by the
editor or the publications manager. In any case, keep
your calls as short as possible.

KEY-CARRYING STAFF MEMBERS should avoid
loaning their keys to any other members of the Tech-
nique staff. Also all key-carrying members are respon-
sible for ensuring that the office is secure. The office is
secure if (1) another key-carrying member of student
publications is still in the office or (2) the layout room

door, hallway door and outside door are all locked, and
lights are turned off. Any staff members without keys
who remain in the office when the last key-carrying
member leaves must leave the office at that time. A key-
carrying member cannot lock the doors and leave a non-
key-carrying member in the office.

Keys are issued to  editorial board members, copy
editors, assistant editors and the darkroom manager.

GRADES ARE IMPORTANT. Any member of the
paid staff must be academically eligible to work for the
Technique. You must be in good standing with the In-
stitute. Students on academic probation or warning may
not be paid by the Technique,  but they can serve as
contributors.

PLEASE FOLLOW THESE RULES. The editor-in-
chief reserves the right to terminate the employment of
any staff member who does not comply with these poli-
cies or who fails to adequately fulfill his or her job re-
sponsibilities. Such action will only be taken after re-
peated warnings are requests are made.

###


