
How  to  Get  A  Proje c t  St art e d  &  Book  
Equipm e n t,  Studio  &  Edit  Room s  at  Ne w T V

Have  a  me e tin g  with  Judi  to  re gi st e r  yo ur  “Pro g r a m  Prop o s a l ”  
In th e  NewTV Co m p ut e r  Data b a s e .  
It will  b e  a s s i g n e d  a  Proj e c t  #.
We’ll dis c u s s  w h a t  e q u i p m e n t  y ou’ll  n e e d ,  h o w  to  b o o k  e q u i p m e n t  
a n d  pr o d u c ti o n  ro o m s ,  h o w  to  find  cr e w ,  w h a t  cla s s e s  y ou  or  y our  
cr e w  mi g h t  n e e d  to  tak e ,  h o w  to  m a k e  re s e r v a ti o n s ,  al o n g  with  
sp e c ific  iss u e s  a b o u t  yo ur  pr o d u c ti o n .   
Every  pr o d u c e r  is  initially  giv e n  3  m o n t h s  to  c o m p l e t e  a  pr oj e c t ;  
ext e n s i o n s  ar e  gr a nt e d  a s  n e e d e d .   This  giv e s  us  a  c h a n c e  to  c h e c k  
in  with  yo u  o n  a n  o n g o i n g  b a s i s  a n d  to  off er  m o r e  a s s i st a n c e .   

Book  your  Ca m e r a  Equip m e n t,  Edit  Tim e,  and  Studio  
Re s e rv a t i on s  by  c allin g  in  or  c o m i n g  in  a n d  sp e a k i n g  to  th e  “Staff 
o n  Duty.”   (x1 1 6 ) .   Only  th e  Proj e c t  Pro d u c e r  c a n  re s e r v e ,  pick  up,  or  
retur n  b o o k e d  e q u i p m e n t ,  or  us e  th e  pr o d u c ti o n  facilitie s .   

Che c k - Out a n d  Ch e c k - In Tim e s  for  Equip m e n t :  
Mon.- Thurs. :   Noo n- 1 p m  &  5- 7  p m
Friday/Sat./Sun.:   Noo n- 1 p m  &  4- 5: 3 0  p m

Len gt h  of  tim e  allo w e d  in  Studi o  p er  d ay :   6  h o ur s .
Len gt h  of  tim e  allo w e d  in  Edit Roo m  p er  d a y:   4  h o ur s .

Re m e m b e r :   You  c a n  al w a y s  a s k  “Staff o n  Duty” p er s o n  to  g o  o v e r  
a ny  c a m e r a  p art s  or  o p e r a ti o n s  that  yo u’r e  n ot  sur e  of  –  b ef o r e  yo u  
g o  out  o n  a  s h o o t .   And,  yo u  c a n  a s k  th e m  qu e s t i o n s  a b o u t  Line a r  or  
Non- Line ar  Editing  if y ou  g e t  stu c k  or  c o nf u s e d  w hil e  e ditin g .   Th e  
Staff o n  Duty will  turn  o n  stu di o  e q u i p m e n t  a n d  b e  a v ail a b l e  to  
a n s w e r  qu e s ti o n s  a n d  trou bl e - s h o o t  e q u i p m e n t  pr o bl e m s  durin g  a  
stu di o  pr o d u c ti o n .   
You  c a n  als o  re q u e s t  (thru  Judi) Cre w  for  a s s i s t a n c e  (studi o ,  lo c a ti o n ,  
e dit or s)  with  yo ur  pr oj e c t ,  a s  th er e  a s  s o m e  NewTV m e m b e r s  w h o ’ v e  
tak e n  th e  pr o d u c ti o n  c o u r s e s  an d  ar e  a v ail a b l e  to  a s s i st  ot h e r s .



Ne w T V  Hours:
Mon.- Thur s.:   1 0 a m  –  9: 3 0  p m
Frid ay:   1 0 a m  –  6p m
Saturd a y .:   1 0 a m  –  6p m
Sund a y :   Noo n  –  6 p m
(Se e  curr e nt  New sl e tt e r  for  s e a s o n a l  Holid ay  s c h e d u l e s )

Onc e  Your  Sho w  is  Compl e t e d :
Meet  a g a i n  with  Judi to  dis c u s s  pr o m o t i o n  an d  to  talk  a b o u t  air  tim e s  
o n  th e  pu blic  a c c e s s  c h a n n e l .   
Pro m o t i o n  c a n  inclu d e :
Using  o ur  o n- air  Co m m u n ity  Bulletin  Boar d  (co p y  a n d  vid e o ) .  
Sho w i n g  yo u  h o w  to  writ e  a  Pre s s  Rele a s e  for  lo c a l  n e w s p a p e r s  a n d  
n e w s l e t t e r s .
Pro d u c e  a  PSA or  Pro m o  for  y our  s h o w  a n d  a s ki n g  ot h e r  m e m b e r s  
a n d  st aff  to  inclu d e  it in  th eir  s h o w s .   
NewTV aut o m a t i c a lly  lists  yo ur  s h o w  o n  o ur  Web  Pa g e  w e e k l y  
Pro gr a m  Sch e d u l e  a n d  in  th e  Ta b  Prim e  Tim e  w e e k l y  listin g s ;  all  n e w  
pr o d u c ti o n s  g e t  a  m e n ti o n  in  our  “Con st a n t  Cont a c t”  listin g ,  a s  w e ll  a s  
o n  a  rot atin g  b a s i s .   All s e ri e s  ar e  list e d  in  o ur  qu a rt e rly  n e w s l e t t e r .   
  
All individ u al  fe at ur e s  c a n  re c e i v e  up  to  8  c a b l e c a s t s  o v e r  th e  c o u r s e  
of  tim e  (within  a  w e e k ,  o v e r  a  m o n t h ,  o v e r  a  fe w  m o n t h s ,  et c .).  
Fe at ur e s  c a n  b e  an y  len g t h .   
All Seri e s  (2  or  m o r e  s h o w s  with  th e  s a m e  m a i n  title  a n d  s a m e  
len g t h)  will  b e  a s s i g n e d  a  “Ho m e  Slot”  a n d  e a c h  e pi s o d e  in  th e  s e ri e s  
c a n  h a v e  up  to  an  a d diti o n a l  7  re p e a t  tim e  sl ot s  o v e r  tim e  (as  with  
fe at ur e s) .   All e pi s o d e s  in  a  s e ri e s  m u s t  b e  ex a c tly  eith e r  2 9  mi n ut e s  
or  5 9  mi n ut e s  in  len g t h .   NewTV c a n  pr o vi d e  PSAs an d  filler  tap e s  to  
a d d  to  s h o rt e r  e pi s o d e s ,  or  a  pr o d u c e r  or  e dit or  c a n  us e  gr a p hi c s  to  
fill up  th e  tim e .   

Progra m m i n g  (Getting  a  Tim e  Slot):
Pro gr a m m i n g  is  d o n e  at  NewTV by  th e  Pro gr a m m e r  o n  a  w e e k l y  
b a s i s ,  a n d  o ur  pr o g r a m m i n g  w e e k  b e g i n s  e a c h  Frid ay  at  1 0 : 3 0  a m .  
All s h o w s  for  that  w e e k  n e e d  to  b e  su b m i tt e d  by  Noo n  o n  th e  



pr e vi o u s  Wed n e s d a y .   If a  pr o g r a m  is  “n e w ” ,  it s h o u l d  b e  su b m i tt e d  to  
th e  Public  Acc e s s  Co or di n a t o r  by  Noo n  o n  Tu e s d a y  of  that  w e e k  for  
te c h n i c a l  re vi e w  o nly.   We  re q uir e  that  a  n e w  s e ri e s  su b m it  thr e e  
e pi s o d e s  initially,  if p o s s i b l e ,  in  or d e r  to  st art  th e  run  of  th e  s e ri e s .  
Th e  Public  Acc e s s  Co or di n a t o r  is  als o  re s p o n s i b l e  for  s h o w i n g  th e  
Pro d u c e r  h o w  to  fill out  tap e  lab e l s  a n d  th e  Epis o d e  Sub m i s s i o n  
For m .   
How  to  Promot e  Your  Sho w!

- Fill o ut  a  for m  for  th e  Co m m u n it y  Bulletin  Board  (CBB) to  air.
   You  c a n  inclu d e  a  3 0 s e c .  vid e o  clip  with  this  listin g  a s  w e ll.
- Desi g n  a  Web  Pag e  an d  link  to  w w w . n e w t v . o r g .
- Write  a  Pre s s  Rele a s e  for  th e  Ta b  Cale n d a r ,  Bost o n  Glob e ,  
   et c .
- Prod u c e  a  PSA a b o u t  yo ur  s h o w  a n d  a s k  ot h e r  pr o d u c e r s  to
   air  in  o n  th eir  s h o w .
- Make  flier s  to  h a n g  ar o u n d  to w n .
- New TV will  aut o m a t i c a lly  list  your  s h o w  e v e r y  w e e k  o n  our  Web
   Pa g e  Pro gr a m  Guid e .
- Your  s h o w  will  s o m e t i m e s  b e  inclu d e d  in  th e  listin g  w e  s e n d  to  
   th e  Ta b  e v e r y  w e e k  (limit e d  sp a c e ) .
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