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iChat Remote Hit Assignment Sheet

Producer must forward this sheet to everyone below and the ops manager. Except breaking news, form must be sent at least 24 hrs in advance. 

Producer needs to ensure all personnel are cleared and available to participate, and that remote site has wired ethernet available. Local tech can be VTR. If necessary and experienced, reporter can one-man band.

Request by...

	Producer’s Name:      
Producer’s Email:      
Producer’s Phone:      
	Show:  FORMDROPDOWN 

Date of hit:      
Est. Time of hit:       

	Remote Location:      
Verified working ethernet connection:      
	 (Time that Skype will go to air. Setup should take place at least 45 mins. before show and test should take place 30 mins. before show.)


	On-air Reporter:      
On-air email:      
On-air phone:      
	Remote Tech:      
Remote Tech email:      
Remote Tech phone:      

	Director:      
Director email:      
Director phone:      
	Local Tech:      
Local Tech email:      
Local Tech phone:      


Equipment:

Z7U or DSR

Tripod

Microphone

Mic Flag

On-Camera Light

White Balance card/paper

XLR cables (more than you need)

IFB and eartip

MacBook Pro laptop

FireWire cable

IFB extension cable

Headphone Splitter

Headphones/earbuds
Ethernet cable
Test 30 minutes before show:

In control room:

Check remote video on switcher

Check levels for remote audio

Test remote IFB

At remote site:

Program video is fed to iChat
Program audio can be heard 

IFB can be heard

If there is Q&A, test that in-studio talent can communicate with the remote reporter.

To call the station directly:
Newsroom (315) 443-1177 or Fax/Control Room Phoner (315) 443-4675


