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WELCOME TO OSTN NEWS!

This is the OPEN Student Television Network’s first season of OSTN News. This should be pretty exciting! This packet is intended to give you the framework you’ll need to put together your news packages and get them on the show.

OSTN is the leading provider of educational, foreign language, and entertainment IPTV content and services. OSTN features the only 24/7 worldwide channel exclusively devoted to student-produced programming. OSTN now is delivered to 41 million users at 4,500 university member campuses and 36 countries around the globe. OSTN can be viewed on televisions and personal computers.

OSTN News is the first national collegiate news show where the students report the hottest stories from around the US – and soon, the world! The stories are based on news events that are of interest to college-age students. 
We are always looking for new ideas, so if you have any suggestions or ideas on how to improve, please let us hear them! 

We’re looking forward to a great year…  

- The OSTN News Team

WEEKLY PRODUCTION SCHEDULE & DEADLINES

MONDAY – 10 AM 

Submit 3 story ideas via e-mail or phone on Mondays by 10 a.m. (all time zones). 

· Include a 2-sentence description of each idea including people you plan to interview.

· Want to report a story in a non-traditional format? (I.e. studio interview, abstract, veritae) Please detail that in your story idea submission. 

· Want to cover a story over the weekend? Please discuss with an OSTN News Producer as far in advance as possible.

· “Breaking News” will be put on a fast track for immediate show inclusion/online posting. Contact OSTN immediately with any breaking news ideas.

OSTN News Producers will approve story ideas the day they are submitted.

TUESDAY – END OF DAY

Submit faculty-reviewed SCRIPTS via E-MAIL by END OF DAY TUESDAY.

· Each script must include a brief anchor lead to introduce the package. (1-2 sentences)

· Please include phonetic pronunciation of reporter’s name in script for show anchors.

· Please include the correct spelling and title of interview subjects for OSTN lower thirds. (SEE CG AND FS STYLE – Page 18)
· Students: If you do not have a broadcast journalism faculty member to review your scripts, please notify OSTN. We will arrange an earlier script deadline so an OSTN News Producer can review your script with you.

· Students should not film on-camera stand-ups without script approval from faculty advisor or OSTN producer.
· Any changes/suggestions to scripts will be sent within 24 hours.
WEDNESDAY – PRODUCE PACKAGES

THURSDAY

Submit COMPLETE PACKAGES along with 1 minute of unused b-roll on THURSDAY via the FTP site.

· Please use the OSTN sig-out:  “Annabelle Greene, American University for OSTN News”
Or “This is Annabelle Greene from American University for OSTN News”

· Use the OSTN mic flag during stand-ups and interviews (when possible).

· Students: If you do not have a broadcast journalism faculty member to review your finished package, please submit a proxy, low-resolution “first draft” via the FTP site by Thursday morning. Any changes/edits/suggestions will be given to you ASAP. 

· Submit final, faculty-reviewed packages via the FTP site by End of Day Thursday.

· Email Meredith that package has been submitted and attach a final copy of your script with total package running time.

· FTP submission instructions are included in this packet.

The show will be edited over the weekend and will air on Monday on OSTN.

** If at any time the reporter, producer or faculty advisor feels the story cannot be completed by the submission deadline, please advise an OSTN News Producer by phone AND e-mail as soon as possible.

SUBMISSION CHECKLISTS 

Please make sure you have the entire check list completed before submitting to OSTN. 

Thank you!

STORY IDEAS

· 3 Story Ideas

· 2-sentence description of each story.

· People you plan to interview

SCRIPTS


· Anchor Lead (1-2 sentences)

· Correct Spelling AND Pronunciation of Reporter’s Name

· Correct Spelling and Title of Interviewees
· Locator
PACKAGES


· OSTN Mic Flag

· OSTN sig out

· Sound bites are not up-cut

· One minute of unused b-roll at end of package.

· 5 seconds of padding at top and bottom of package

· No supers or lower thirds

· E-mail producer to let him/her know package was submitted

· Attach final copy of script with package total running time.


SCRIPT TEMPLATE
**For broadcast and supers and full-screen STYLE guidelines, please flip to page 17**

[TAKE LIVE]

{***LIVE/ANCHOR***}

ANY GIVEN ANTI-WAR PROTEST ACROSS THE NATION IS BOUND TO BE DOMINATED BY ONE COLOR…PINK. TRANG DO HAS THE STORY OF THE GROUP WHO’S LEADING THE ANTI-WAR CHARGE. 

[TAKE PKG DURATION 2:00]

{***PKG***}

<NATS POP: SINGING>

[CG: Locator – 1 line\Washington, D.C.]

FROM THEIR TEE-SHIRTS TO THEIR GLITTERING CROWNS…ONE GROUP HAS THE NATION’S CAPITAL SEEING PINK—CODEPINK.

[CG: Lower Third Super – 2 line\Gael Murphy\Codepink Co-founder]

<Code pink is a women’s peace movement that has now as its mission to end the U.S. occupation of Iraq and to prevent new wars.>

<NAT SOUND BREAK: TALKING>

TONIGHT THE WOMEN CELEBRATE THE END OF CODEPINK ACTIVIST LESLIE ANGELINE’S HUNGER STRIKE. ANGELINE REFUSED TO EAT UNTIL CONNECTICUT SENATOR JOSEPH LIEBERMAN MET WITH HER TO DISCUSS RELATIONS WITH IRAN. 

[CG: Lower Third Super – 2 line\Leslie Angeline\Hunger striker]

<We talked about how he could be a pivotal role, a person in Congress to advocate diplomacy and bring these people together.>

<NAT POP: TALKING>

<We need you.>

 [CG: Reporter Lower Third Super – 1 line\Trang Do]

IRAN IS BEING ACCUSED BY U-S OFFICIALS OF AIDING THE IRAQI INSURGENGY. PRESIDENT BUSH SAYS HE HAS NOT RULED OUT MILITARY INTERVENTION. BUT CODEPINK SAYS WAR WITH IRAN IS JUST NOT THE ANSWER. FROM NORTHWESTERN UNIVERSITY IN WASHINGTON…THIS IS TRANG DO FOR OSTN NEWS.

FTP SUBMISSION INSTRUCTIONS
Package Format

Please upload final packages to the OSTN FTP site by exporting from your editing program as a FULL RESOLUTION plain .DV file, 720 x 480. 

Packages should be 1-2 minutes in length.

**PLEASE SUBMIT A CLEAN VERSION OF YOUR PACKAGE. Do not use SUPERS or LOWER THIRDS in your packages – you will need to reload the package to the FTP site without them if you do. OSTN News editors will add OSTN supers and lower thirds for all news packages – so the show looks unified and sharp.

News package files should be exported from your editing program as a plain .DV file, 720 x 480, or sent as a .MOV file.
Check your audio levels – make sure they are not too hot or low. 
· Use 2 Channels of Audio when possible (stereo) at 48,000 kHz.  (NOT 32,000). 
· Audio levels should peak at the digital level from -20 to -12 on tape. 
Please make sure the audio channels 1 and 2 are SEPARATED when you create your .DV or .MOV file.
· All narration (VO, Stand-up) and SOTs (interviews) go on Channel 1
· B-roll audio (NAT sound) goes on Channel 2
Please include a few seconds of padding on each end of your package.

Please include 1 minute of unused b-roll including audio with your submitted package.

Please make sure sound bites are not up-cut – make sure all words are heard completely.
If you have any questions regarding an element in your package, please contact a producer before uploading to the FTP site.
CORE FTP INSTRUCTIONS (PC)

Download Core FTP Lite utility from the link below (It’s FREE – download the latest version):
http://www.coreftp.com/download.html 
1. Save this file to the desktop

2. Double-click on the icon saved on the desktop to start the installation.

3. Accept the default options and click “Next” on all the screens

4. Click Finish to complete the installation

5. Double-click the icon “Core FTP Lite” to start the core FTP utility

6. Enter the following information in the “Site Manager” as shown in Figure 1
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Figure 1

Site Name: Any name that you would like to refer to this connection - e.g.: OSTN Upload

Host / IP / URL:
submit.ostn.tv

Username:

news
Password:

S3cur1ty39
( This is a combination of letters and numbers!
You can check the checkbox “Don’t save Password” if you don’t want the Site Manager to remember your password.

Port:


21 (Default)

Timeout:

120

With all these values entered into the Site Manager, Click on Connect that will take you to core FTP screen as shown below in Figure 2.
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Figure 2

7. Select the File from the left pane your local computer to drag and drop it to the right pane. (PLEASE CREATE THE HIGHEST QUALITY QUICKTIME MOVIE FILE THAT YOU CAN – WITH AUDIO CHANNELS SEPARATED) 

8. The right pane is the OSTN Upload server where the files get uploaded to for the OSTN staff to process your content submitted.

9. The pane at the bottom shows the status of uploads.

FETCH FTP INSTRUCTIONS (MAC USER)

Download Fetch FTP utility from http://fetchsoftworks.com/.  

Site Name: Any name that you would like to refer to this connection

e.g.: OSTN Upload

Host / IP / URL:
submit.ostn.tv

Username:

news
Password:

S3cur1ty39
You can check the checkbox “Don’t save Password” if you don’t want the Site Manager to remember your password.

Port:


21 (Default)

Timeout:

120

NAMING YOUR STORY & WHERE TO SAVE
When uploading to the news folder of the OSTN FTP site, please transfer your file into THE “NEWS” FOLDER.

· To save your story file, enter the sub-folder of the Episode we are working on, and name it in this format:
SLUG_UNIVERSITY_DATE.DV

For example:  IPOD_UCSD_091807.DV


· The OSTN News FTP site folder has a sub-folder for each show. (Most likely – it will be the highest numbered show you see in the News folder.)

Check to make sure your package was successfully uploaded to the FTP site before you leave your newsroom.

If you are having trouble with the FTP site, please refer to the “troubleshooting” section of this handbook before contacting 
OSTN.
FTP TROUBLESHOOTING

Please try to address problems with uploading to the FTP site by using these troubleshooting tips and consulting your university IT department before contacting OSTN.

PC FIREWALL ISSUE

If a notice appears to turn off passive mode for CoreFTP, click “yes.”   

MAC FIREWALL ISSUE 

You may need to turn your Firewall off when uploading.  Go to 

>Systems Preferences 
>File Sharing 
>Click on Firewall

>Hit STOP. 

SLOW UPLOADING ISSUE

If your upload says it will take days to finish, please check with your IT/Network administrator to ensure the outgoing bandwidth is at its highest capacity for your building.  

SUGGESTED STORY TOPICS

Government/Politics

Environment

Business/Tech

Arts & Entertainment

Education

International
Sports
Health

Profile

If your story doesn’t fit in one of the topics above, don’t be shy!

We want to hear all of your ideas and make them work!

FACULTY ADVISORS AND FACT CHECK

Faculty advisors are responsible for reviewing story ideas, scripts and packages before they are submitted to OSTN News. Advisors must ensure that what is sent to OSTN is suitable for airing on a national news show – both in terms of content and quality.

Each university is responsible for the factual integrity of the content in its own packages. Faculty advisors are encouraged to have students double-source the facts presented in each piece submitted to OSTN News, using credible sources.

Universities without broadcast journalism faculty advisors will need to adhere to additional content review, outlined in the Weekly Production Schedule & Deadlines section of this handbook.

How to Watch the Show

Visit us Online


The most current episode of OSTN News airs on the OSTN homepage!

www.ostn.tv
Viewers can also view selected OSTN works on the UWire website (www.uwire.com) and other outlets…coming soon.

Televisions on Campus

OSTN can be viewed at colleges and universities around the world on both computers  (PC, Mac, Linux) and through a campus cable system.  On televisions, OSTN utilizes the Video Furnace platform within college and university dorms and common areas.  Check the OSTN deployed schools list in order to determine what channel OSTN is on your own campus cable system.  

http://ostn.tv/OSTNWebsite/HomePages/InUs.html 

Laptop and Desktop Computers on Campus

OSTN can be viewed at colleges and universities around the world on computers (PC, Mac, Linux) using the Video Furnace desktop IPTV player.  OSTN can also be accessed through a college or university's enterprise portal or a branded landing page on your university’s web site. Check the OSTN deployed schools list to determine if your college or university utilizes the IPTV player.  

Off Campus

In some cities, the OSTN Channel is broadcast 24 hours a day, seven days a week through a local cable system. Check the OSTN deployed schools list in order to determine what channel OSTN is on your own community.  
http://ostn.tv/OSTNWebsite/HomePages/InUs.html 

BROADCASTING 101 AND SUGGESTED READING
Broadcasting 101

Here are some quick tips to get you rolling. Feel free to call Meredith anytime if you have questions or concerns about reporting.

· Write the lead first.

· You should be able to summarize your story in one sentence. Use that as your guide while writing your script.

· The anchor lead should tell some of the story, but not the whole story. 

· Make sure you give the anchor something interesting and important to say.

· Write in the present tense.

· Use short, clear, concise sentences. 

· Read your script out loud as you write – this will help you formulate sentences that come off the tongue a little easier.

· Do not express your own opinions. State the facts.

· Double-source your facts using reliable sources. 

· Connect the SOTs (SOT = Sound bite). Good interview quotes will guide your story.

· A good news story will have at least two different interviewees.

· If you are covering a controversial subject, make sure to mention both “sides” of the story.

· Try to get interviews with people from each “side.”

· Use a sequence of shots.

· Think “see it, say it” - The best video will go along with what you are saying in the script.

· Use a variety of shots – close up, middle range, far away – to create your sequence of shots.

· You only need one stand up per story – but you can have an open and a close on camera, if you like. The rest of the story should be your voice over b-roll. 

· B-roll = video that is not the stand-up or interview sound bites.

· Creative stand-ups are a great way to spice up your story. Think about props you can use or an interesting location that will entice viewers.

· The piece of video used at the top of your news story is known as the “establishing shot.” This should be the best piece of video you have, exemplifying where the story takes place.

· When you record your voice over, speak as if you are telling the story to a good friend. 

· Use inflection to emphasize those words that hold the most meaning in the story.

· Your faculty advisors and OSTN News are here to help you report the best story you can! Reach out and ask for help when you need it. Good luck, and most importantly, have fun!

Suggested Reading

Make It Memorable – Writing and Packaging TV News with Style

By Bob Dotson

This is a super-quick read that will take you through the ins and outs of successful news packaging. It’s great for both beginners and experts.

SPREAD THE WORD!

OSTN relies on its viewers – so encourage your friends and family to tune in! 

Throughout the year, we will work with you to spread the word about OSTN News to students on your campus and get their feedback on the show.  

CONTACT OSTN NEWS

MEREDITH MAZZOTTA

Producer

Chicago, IL
(216) 470-6183 cell
Meredith_Mazzotta@ostn.tv 

AMY GRETENSTEIN

Producer

Miami, FL
(216) 973-2465 cell
amy_gretenstein@ostn.tv
MARIA SHUCKAHOSEE

Program Manager – FTP Technical Support

(216) 589-9626 x 157 office

Maria_shuckahosee@ostn.tv
OSTN HEADQUARTERS

1940 East 6th Street

11th Floor

Cleveland, OH 44114

(216) 589-9626 office

(216) 589-9639 fax
OSTN Style Guidelines

CGs and Graphics

CGs
 — also known as supers — should help tell the story by adding to or reinforcing the information in the audio and video. CGs should be clear and concise. If they are difficult to read or understand they will detract from, rather than add to, the story.
CGs and graphics should be of a consistent style that helps establish the identity of the news product. Therefore, it's important to follow carefully the styles established here. 
If (and only if) a stylistic issue does not appear below, follow the guidelines in the print edition of the AP Stylebook and Libel Manual.

General Style Rules

Avoid most abbreviations in CGs. Common abbreviations are okay as long as the viewer can easily recognize them. You may abbreviate "Governor," "Senator," "Street," "Saint," "Mount," etc. when they are part of a name.

LOCATIONS, DATES, AND MISCELLANEOUS

Locators

The first CG in most stories identifies the location where you shot the video. If you include video later in the story which you shot in significantly different locations, you should CG those as well.
The first rule is to think about whether you need a locator at all. If the story is about disposable diapers, and you happened to shoot it in Atlanta, don’t bother with a super. If it could have been anywhere, let it be.

Location CGs should be specific:
N. State Street
CHICAGO
Or 

Lombard & Broadway

SAN FRANCISCO

If it is not a large, well-known city, please also include the state (do not abbreviate) or country.
Main Street

KALAMAZOO, MICHIGAN
Examples of well-known cities that don’t need the state included:

Washington

New York

Chicago

Denver

Paris

Tokyo

All others listed in the “datelines” section of the Associated Press Stylebook and Libel Manual.

Examples where state or country is needed:
Norman, Oklahoma

Paris, Missouri

Boulder, Colorado

Xian, China

Use locators on campus the same as you would for a city:

Fisk Hall

NORTHWESTERN UNIVERSITY

Avoid using specific residential addresses, except in spot news stories like crime stories. If a specific address is necessary (especially on a crime story), use it all (including street, road, city, etc.):

1927 Orrington Ave.

EVANSTON, ILLINOIS
It is okay to abbreviate Ave., Blvd., and St. only in numbered address (alley, drive, road, terrace, etc. must be spelled out). 

It is also okay to use common abbreviations in city names (e.g. St. Louis).

Day and Date

Crime video must always be specifically dated.

If you’re doing month-by-month comparisons, exact dates are not relevant:

“February” or “Last Month”
If you’re using video from last Tuesday, “Last Tuesday” is almost always preferable to the exact date. 
If the event you’re showing happened during the current calendar year, leave off the year. 

If it happened in a previous year, use the whole date.

January 15

January 15, 1993

January 1991

If all else fails, and you absolutely must use a particular piece of previously shot video and it can’t go unidentified, but an exact date doesn’t make sense, use:

File

(Absolute last resort.)

The only time a super saying “Tonight” would be used on the air would be to indicate how timely the video is. The same concept would apply for “This Morning” to show a comparison with later video, which would also be marked.

Locator and Date

Locators may be used with dates. The date is always on the top line, location on the second line.

January 15

ORANGE COUNTY

Tonight

REED ARENA – TEXAS A&M
Identifying Video You Didn’t Shoot
Video must also be identified if the station didn’t shoot it. That includes movie video, video from other  networks, public service announcements and commercials — with clarifying “courtesy” in parenthesis.

(courtesy) Columbia Pictures

(courtesy) Public Service Announcement

(courtesy) Commercial

For movies or music videos, courtesy the distributor or producer, not the title.

If your newsroom is licensed to use CNN Newsource video, it does not need to be identified.

LOWER 3RD CGS / NAMES

General Rules
We identify almost everyone in sound bites with the name and an identifying line that indicates why he or she is important to the story. This may be an official or unofficial title or more in the nature of a description.

Keep titles or descriptions short. They must fit on one line and cannot be more than about 20 characters:

Molly McPherson

AIRLINE SPOKESPERSON

Ann Bishop

WITNESS

Names with Company Identifiers 
Generally, specific company names are not used in supers unless the story is about that company or about several specific companies. In the latter case, the super might be like this:

John Smith

STATE SAVINGS BANK MANAGER

But if John Smith has been sought out simply because he’s in banking, then use this:

John Smith

BANK MANAGER

People In Authority
People in some position of authority require different handling of supers. Never super the President or Vice President of the United States. 
Everyone else requires two lines. In most cases, the name goes on the first line and the title on the

second. 
Dana Greene

VILLAGE COUNTY SHERIFF

Gerald D. Jennings

ALBANY MAYOR

Ald. Arthur Newman

EVANSTON 1ST WARD

Title And Rank
Titles or ranks are used in the first line with the names in the case of people of God, the military, and police and fire officers who are not the people in charge.


Rev. Ralph Taylor

UNITED METHODIST CHURCH

Capt. Andrew Bloustein

ALBANY ACADEMY CADET BATTALION

Ensign Timothy Barrett

U.S. NAVY

Politicians

Politicians – U.S. and state – should be supered with federal/state and House/Senate designation along with name on line one and party affiliation and place represented (excluding district number) on line two:

U.S. Sen. Hillary Rodham Clinton

(D) NEW YORK

New York Rep. Jim Tedisco

(R) SCHENECTADY

Remember that congressman/congresswoman has no real meaning (all senators and representatives are members of Congress) – don’t use the term.

Candidates for Office

Super all candidates for public office – even those who currently occupy elective or appointive office – by party affiliation and the office they’re seeking. You can make clear in the story itself that those people now hold some office:

H. Carl McCall

(D) GOVERNOR CANDIDATE

H. Ross Perot

(I) PRESIDENT CANDIDATE

Doctors

There are too many doctors of different things to use Dr. in a super preceding a name anymore. Medical practitioners should have the appropriate letters follow a comma after the name:

Gary L. Nelson, D.D.S., D.M.D.

GENERAL DENTISTRY

Jonathan Tresley, M.D.

COSMETIC SURGERY

Do not use either Dr. or Ph.D. in a super:

Kenneth Ebert

ALBANY ACADEMY ACADEMIC DEAN

Louise Appleman

OSU ECONOMIST

Initials and Acronyms: 

Minimize both Initials and acronyms in supers. The same guidelines apply for supers that apply to broadcast copy. If the organization is well enough known to use initials or an acronym first reference, then it’s okay for a super. Acceptable initials: AFL/CIO, CIA, FBI, NAACP, NFL, and a few others. Otherwise, write it out.

Ken Jones

UNITED AUTO WORKERS

Long Names
Occasionally the full name is too long for the line. Since the name must fit on one line, use a first initial only:

A. MacStuebendingal

ELECTRICIAN

Celebrities

Celebrities are best identified either with their last major work, or, if that’s not appropriate, a general identifier:

Steve Buscemi

“THE BIG LEBOWSKI”

Peter Suschitzky

CINEMATOGRAPHER

Name Alias

If someone is on the air who does not wish to be identified, have them pick an “alias,” and put it in quotes:

“Patrice”

RAPE VICTIM

Someone Not On Camera

An exception to the two-line super is the use of the voice of someone who will not be seen — either for more than five seconds of a first bite or not at all. In that case, identify as:

Voice of Sam Jones

GAY HOMEOWNER

Man-on-the-street (MOS)

Normally there's no reason to super MOS's, where you've just gone out on the street to collect short term comments from people about some issue in the news.

Crediting Outside Help

When crediting outside help, like a courtroom sketch artist or a freelance photographer, use the same form as a voice of super: 
Artist: Sam Smith

Photojournalist: Janet Jones

Reporter Identification 

We use a CG to reinforce the identity of the reporter on every package story, even if the story does not include a standup. This CG goes over the standup, if there is one. You should script it at the appropriate place in the story. If there is no standup, put the reporter CG near the beginning of the story, but after the location. If there is not enough time for both before a sound bite, for instance, put the reporter CG in as soon as you can.
Reporter CG’s consist of the reporter's name on the top line and "University Name Here" on the bottom:

Jon Bloom

OSTN News, University of Georgia
FULL SCREEN GRAPHICS
Full-screen graphics can be an effective way to reinforce points in your story, especially if you must deal with statistics or information which you can't illustrate well with video. We maintain a consistent graphics look with a standard background format and text style.

The text for full-screen graphics consists of two parts: heading and body.

The heading can only be one line and not more than about 15 characters. The heading should relate to the subject of the story or graphic, but should not be used to actually convey information. For a story about different medications to treat headaches, you might use "Headaches" for the heading.

The body of the graphic consists of the specific information you want to get across. It can usually be up to five lines of about 20 characters each. If you have too much for one page, it's possible to use multiple pages. Remember, the heading will remain the same on each page, only the body changes.

Make the text of your graphic concise and easy to understand.

Phone numbers, Web addresses or mailing addresses should always be full-screen graphics, not CGs.
� CG stands for Character Generator. They are also often referred to as Chyrons – Chyron was the dominant CG manufacturing company in broadcast television for a long time. It’s the same difference between “Kleenex” and “tissue”
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