CBA International Programme Bank

Confirmation of availability of programme materials

Information and paperwork deliverables required by the Bank in order to license a programme to a CBA member.

If you encounter or foresee any problems in supplying any items or require any further advice please contact:

Lisa Stribbling 

CBA International Programme Bank

Tel +(44) 1727 895651

Fax +(44) 207 583 5549

E-mail: lisa@cba.org.uk
All “Paperwork Deliverables” (script, music cue sheet, credits, technical tape report) in section 3 below, plus any additional relevant information and a copy of this completed form “Confirmation of availability of programme materials”, should be e-mailed in electronic format immediately to lisa@cba.org.uk.  Otherwise, if only available as a hard copy they should be sent immediately to the address below:

Att. Linda Hutchings/Marion Simpson

Commonwealth Broadcasting Association Rm 1.67

Overseas Development Group

University of East Anglia

Norwich NR4 7TJ

UNITED KINGDOM
*Please do not deliver the master tape at this stage.  CBA International Programme Bank will send you a separate request for the master when we have interest from a licensor*

POINTS APPLYING TO ALL PROGRAMMES DELIVERED TO THE CBA INTERNATIONAL PROGRAMME BANK:

· SPONSORSHIP LOGOS

All visual and vocal sponsorship logos/captions must be removed including web addresses.

· MUSIC/3rd PARTY FOOTAGE
All music and footage must be Rights checked and cleared for all the territories included in the licence agreement with the CBA before delivery is made.  The licensor must indicate at the earliest opportunity any information regarding material that may be included in the programme and which may have an impact on worldwide distribution.  Copies of all relevant contracts should be forwarded on delivery.  The key areas are:

· Commercial music, either on the soundtrack or recorded on location (i.e. contributors singing or filming in nightclubs with background music)

· Archive/stills material must be cleared for all rights and territories

· Contributors/Composers/Writers/Artists who may require residual payments

	The CBA reserves the right to alter this guide without notice. For latest information visit: www.cba.org.uk/progbank/


©2007 Commonwealth Broadcasting Association | February 2007
Please use a new form for each programme or series

1. YOUR CONTACT DETAILS

Broadcaster/distributor name and address:

Telephone, fax and email contact details to enable CBA to contact your organisation:

2. THE PROGRAMME

Programme Title:
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Number of episodes in series:

Running time:

3. PAPERWORK DELIVERABLES

Please indicate which of the materials below are available for this programme or series:

[image: image3.wmf]Fully timecoded post production 

script in English 


[image: image4.wmf]Fully timecoded post production script ia language other than English


(Please indicate which language):

PLEASE NOTE: All scripts must include fully transcribed voice-over cues and sync dialogue.  These are vital for clients who may wish to re-voice or dub their versions.  They should also include transcriptions of all onscreen text including credits, captions, lower thirds and 

[image: image5.wmf]Fully timecoded music cue sheet
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(see appendix A)
Language versions available, in addition to the original (please indicate whether they are dubbed or subtitled):

4. MASTER TAPE DELIVERABLES

* Please do not deliver the master tape at this stage.  CBA International Programme Bank will send you a separate request for the master when we have interest from a licensor*

Beta SP PAL 625 4:3 (full frame) masters are preferred.

In exceptional circumstances, CBA International Programme Bank will accept delivery of masters in alternative formats, line standards and aspect ratios.  If your masters are not Beta SP PAL 625 4:3 (full frame) please notify Lisa Stribbling as soon as possible prior to delivery. 

Tape layout:

Each programme should be set out as follows on the master:

09:58:00 (or earlier)
- 100% Bars and –18dB tone.  Should conform to EBU standards

09:59:30
- Clock featuring programme name, aspect, running time, audio layout and production company.  No audio

09:59:57
- Black, no audio

10:00:00
- Programme start

Any textless/texted elements present on the tape should be at least 30 seconds after the end of the programme.  Each programme in a series should be supplied on a separate tape.

Tapes should be labelled with the series name, programme name, episode name & number, duration, aspect ratio, date and a copy of the technical report sheet (see Appendix A) should be included in each tape box.
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Appendix A

	Technical Reporting Sheets for CBA International Programme Bank

	DATE
	

	TITLE
	

	SUBTITLE
	

	PRODUCTION COMPANY
	

	POST PRODUCTION COMPANY
	

	

	Format

	Shooting Format:
	HD
	
	Digibeta
	
	Beta SP
	
	DVCam
	
	Film (16/35mm)
	

	Aspect Ratio (tick one):
	4:3
	
	16:9 Letterbox
	
	16:9 Anamorphic
	
	14:9 Letterbox
	

	Colour (tick one):
	PAL
	
	NTSC
	

	

	Time

	Clock Start Time:
	

	Clock Finish Time:
	

	
	

	Programme Start Time:
	

	Programme Finish Time:
	

	
	

	Elements Start Time:
	

	Elements Finish Time:
	

	

	Audio Arrangement (please indicate content of each track, including music & effects tracks, mix minus narration tracks etc)

	
	
	
	
	
	
	
	
	

	Channel 1:
	
	
	
	

	Channel 2:
	
	
	
	

	Channel 3:
	
	
	
	

	Channel 4:
	
	
	
	

	

	Text (tick one in each column)

	Texted throughout
	
	Texted elements after programme
	

	Textless throughout
	
	Textless elements after programme
	

	
	No elements
	

	

	Technical Report

	


_1233148164.unknown

_1233148165.unknown

_1233148162.unknown

_1233148163.unknown

_1233148160.unknown

_1233148161.unknown

_1233148159.unknown

