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Foreward

The purpose of this manual is to acquaint you with our operations and policies
and to help you make WRC~NBC vrograms and operations better than those of ocur
competitors.

All the answers are not contained herein, of course. By its very nature our
industry is too fluid, too up-to-the-second, to be burdened with many unbreakable
ruleg. However, long years of experience and practice have brought about certain
practices and procedures which seem to be best. Generally speaking, strict adher-
ence to these procedures, as outlined in this manual, is mendatory. From time to
time, as conditions change, procedures may change and new ones may be developed.
You will then be provided with written instructions concerning such rules to add
to your manual.

Anticipate emergency situations, and deal with them calmly and intelligently.
Decide in advance how you plan to handle any contingency which might arise; then,
when & situation does arise, apnly the pre-determined procedure. Rehearse in
advance the parts to be played in an emergency. Only by anticipating and by making
adequate preparations to deal with emergencies can they be handled deftly when and
if they arise. There muat not be any blunders or inept handling of operations.
This is the responsibility of the program producer. If ‘no nroducer is =ssigned to
a program, the responsibility for the production then is the announcer's on all
programs.

Xeep the manual up to date at all times, and feel frees to suggest improvements and
changes as they may cecur to you,

MBC offers great opnortunities to its producers and announcers. Aspirants who have
dreams of getting to the top in the broadcasting field have chosen a good company
to work for-—a company with fine facilities and extensive opportunities.

To achieve your purpose &s an announcer you must realize that full cooperation by
you is fundamentally necessary. Be prepared to do just a little more than the
schedule requires.. Work with your engineer and your producer to give the listener
a good radio program. ’

. Be yourself! BShow your audience the personality that's you--rot a reasonably
accurate facsimile, Smile~-be confident--and make your listerner say, "He sounds
like a good guy. I'd like fto know him." Develop the faculty of giving each pro-
gram what its mood requires, the ability to change your style to suit the occasion.

As important as a winning personality is a neat and well-groomed apnearance. Wear
your coat, wear your tie, and save your sport shirt for the golf course. Keep
yourself presentable and well shaved, your hair combed, your nails clean., ZRe-
member our guests get impressions of NBC from their contacts with announcers and
producers.

Always read your copy through thoroughly before going on the air. Typographical
and other such errors can be caught if you prepare your copy nroperly before
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air-time. Bobbles and fluffs are caused by either of two things--lack of concen-
tration, or lack of preparation. Know your script, feel it, and you'll benefit
in the long run, financially and otherwise. If you don't understand thoroughly
the "sense" of what you're reading, the listener never will. Read "meaning,"

not just words.
Remembering these things will not only help you along the road to success-—it

will pay off in dividends. At all times, give your best. Don't let your radio
sudience down; thereby you won't be letting yourself down,
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ANNOUNCER'S SWITCHING PANEL

(Usually called Arnouncerts Delight)

1,

-2,
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L,

10,

Row of meonitor Jacks for earphones

Identification nameplates for monitor jacks

Row of cut-off switches

Row of cut-on switches

Row of tally lights asbove cut-on and cut-off switches
Identification of switches and tally lighte

Switch operating esutomatic fader

Tally light for automatic fader

Button for high-frequency signal (Beep)

Tally l1ight for carrier

11. Spring switch for releasing carrier
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ANNOUNCERS' DELIGET

At all NBC owned and operated studios, whether in Washington, New York, Chicago,
Denver, Cleveland, Hollywood or San Francisco, one piece of equipment is standard.
Thet is the Announcers' Switching Panel, commonly referred to as the Announcers'
Delight. On the oreceding page, you sav a roughly~drawn sketch of the delight,
Study it as you read the following:

The delight is the Announcers' Control Board. It is for switching purpcses; it

gives the announcer control over all microphones in the studic and the remote

points over which the studio has temporary or permanent control. The announcer

also rings the NBC elecjric chimes by de ressing a button on the delight board.
an JH&"ediaﬂold ;i:f/V7'44‘uda¢4r othsscrcan

The delight operates exclusive of the engineers! mixing panel in the control room.
The engineer in an NBC studio mixes the program, rides gain, and makes job key
switches, but practically all other switching is done by the announcer who, as you
see, has important and definite responsibilities on every program.

To take up the features of the announcers' delight one by one, we'll begln with the

The CARRIER is indicated by the large green tally-light on the right gide of the
Doard. When the Master Control Desk (hereafter referred to as MCD) throws &
carrier into your studio, you lmow that you have the right-of-way. In other words,
your gtudio is "hot? to put it in radlo parlance. Whether you are scheduled for a
local program, a network program, or a program going to both the local station and
the network you mast get your carrier before you begin your broadeast. Immediately
above the carrier light is a spring switch for releasing your carrisr when your
program is concluded. "Releasing" means sending your carrier back to MCD.

To the left and right of the carrier light are the switches and tally lights relat-
ing to the local and network channels, which we will take wp now.

The LOCAL CHANNEL is used when the program is %o be fed to the WRBC transmitter,
Always be sure to "pick up" this channel, if the vrogrem scheduled in your studio
is to be heard on WRC. This channel is "picked up" by depressing the cut-on switch
jmmediately under the Local Channel tally light.

The NETWORZ CEANNEL is used when all or part of the program is to ve fed %o the
network. Quite often a program will open to another city and switeh $to Washington
for a portion. On occasions such as this, or on occasions where the entire program
1g fed %0 the network, the network channel must be picked up upon receipt of the
carrier in your studio. This channel is picked up in the same manner as the local
Channel--by depressing the proper cut-on switch.

And, of course, on programs where the network program is also heard locally, both
the local and the network channels must Dbe picked up upon receipt of the carrier.
REMEMBER, IT IS THE ANNOUNCER'S DUTY TO PICK UP THE FRCFER CHANWELS IN A STUDIO IN
WHICH HE IS SCHEDULED FOR A SPECIFIC PROGRAM. And always double check the channel
lights immediately %o be sure the cut-on relays have worked and your studio is in
operation.




The STUDIO BUTTON puts into operation any mikes obther than the announcer's own
mike next to the delight, These mikes are controlléd by the engineer cnce the
studio button is picked up. In the studios, you will find numbersd wall sockets,
into which mike cable connecting plugs can be inserted, These sockets are cone
nected with the control room panel thus the connection and operation of them is up
to the engineer.sses your job is to coperate the studio control button, so the
engineer can do his jobs, A further use of the studio control button will be given
you under "TRANSCRIPTIONS."

The ANNOUNCE BUTTCN controls, as i1s self-evident, the announcerts mile next to the
delight board, Trace the cable from your announce mike and you'll find it con-
nects to & wall socket in the immediate vicinity of your delight,

Now, we take up the NEMO BUTTON, Suffice it to say, "nemo" controls any point
outside of your own studio, over which your studio has control., To expsnd a bit,
nemo could control a program from a remote point, such as a hotel, a man-on-the-
street origination, some other studio in the house, and it could be used to piek
up & nebtwork program {originating elsewhere) and scheduled over WRC, Nemo will
control any remcte point which MCD has connected, by a job=key switch, to your
nemo button, If the NBC job-key is up, nemo will control the NBC program cur-
rently on the NBC network. If a job=key comnected to a remote line running to the
Sail Loft at the Navy Yard is up, nemo will control that line. In brief, MCD in
advance will see that the proper job-key is Mup" when any scheduled use of nemo is
anticipated,

A guestion frequently comes up about the difference between the nemo button and

the network channel button previously referred to, DPorhaps this is a proper
definition: The network button is used when Viashington is a link in the chaines
when the chain passes right through your sheeduled studio bocause your studio has
or is a part of the program of the moment, If WRC is merely taking nctwork service,
6 program originating in Wew York, Chicago, follywood or San Francisco, we mercly
tep the line as it goes by for whatever it has to offer at he moment, and the
network button is not used, The nemo button, when used with the ongineer's NBC
Job=key, will bring an ¥BC nctwork program into control over WRC,

The proper use of the nemo button can best be understood by constant practice. Got
ono of the older ammouncers to go imbo a dead studio with you and conjure up pos-
sible programs in which the nemo button would be used., Only then, will you begin
to understand what "nomo” means.

The delight panels in Studios "N" and "O" contain a bubtton labeled "Trans" for
transcription. This button must be uscd when a record or transcription is boing
played in those studios. When this switch is not on, records or transcriptions
cannot possibly - be heard outside. On th delight in studios other than "N" and
"O", therc is no transcription button. In these studios, the Studio button is
used insteoad,

The fifth and last button on the left side of the dolight is the CHIMES BUTTON,
used to ring the NBC eleciric chimes. The chimes ringing sequence Gakes four
seconds from the time the button is deprossed until the last chime soundse




The sentor panel of the delight in "N™ and "O" ceontain two importent switches which
arc uscd less froquently than tho othors, In tho very cenbor, you will find a
button, which whon doprossed, gives forth with a high-frequeney "beop." This is
used to call attontion of listencrs to a nows flash and may be uscd whon you arc
asked by the news room to bresk the current program for a news flashe. Sound the
boop onec for aboub throc sceonds, then procced with your bulletin, Of eourse,

in a situation of this kind, it is necossary to fado out of theo program then on the
ajr, If a local program is boing broadeast at tho time, therc is very little
problem; if you arc taking network sorvice at the time, usc tho method prescribed
below in the explanation of the next ard last device on tho announcers! delight
bhoard. '

The AUTOMATIC FADER BUTTON rcacts only with the nomo button., As-you can well
imagine, thorc arc occasions whon it might be desirable to cubeon "nomo" or cuteoff
"nomo" with a faudo, instcad of instantancously. In situstions of this type, you
will turn on your automatiec fadc button beforc depressing the nemo button, and an
automatic fade of four scconds duration will take placc-=-a fade in by depressing
the nomo cut-on switch, & fade out by deprossing tho nome cuteoff switeh, Tho
automatio fadcr can bo put on spvoral minutes buforc it is actaaiiy noueded, though
it is advisablc not to anticipatc its use by too many minutos, as this causos o
strain on delicatc cquipment. Understend, putting on the automatic fador doos not
itsolf causo a fade -~ the fader switch combincd with tho "nomo" switch accomplishos
the fade.

The central pancl of the dclight boards in all studios other than "N" and Yo" con-
tains a clock rather than the high-frequency signnl rnd tho automntic fader switchs
& fado of o program in these studios is brought about by tho closing of o fader

on the ¢nginoorts control pancl at a signal from producer or announcer,




INFCRMATION CONCERNING THE ACOUSTICAL QUALITIES

OF STUDIO "A", NBC WASHINGTON

“

For thc sake of umiformity and cconomy thosc figures arc basod upon sound absorp-

tion rather than sound dispersion.

Prococding along this lino and taking the Sabinc as o unit of moasurcment equal
to 100% absorption per ono squarc foot of arca, we have the following facts:

At 18 foot high by 39 1/2 foot long by 25 foot wide -

Volumc of the Studiol.lldlll..lilllIIlll7’775 cubic fcct

Containcd in the studio aro =

-

GlaSSecesssessvasnnntsosaccsnsossnsnes 176 3/’-{. squarc fCOt

Plastor (pﬂlnted)..ncaonoocloon---oa-o 566 1/2

Wood (PAintcA)eeeenseeesssosavsoannsss 134 34 1 "
Polighed mOt&l-lulnnc.oo--.-.--c---oon 2‘!4- 1/2 » "
Transite (Pﬂinth)n--o--o--odo---ooco 2)4-91 " "
Lino}—omﬂI.Il..lI"I."CQII'I"..'I.-‘ 801‘,' " "
Rug (unlincd),..............-u.‘..... léh " "
Rock fibro coiling bordor (paintod)e.e. 14 & o
Articles normally in tho studio =
2 pionos (polishod Wo0d  asssasssansane 116 " "
% small spoaker platforms (wood,
painted), 60 " "
Gobo (foldcd ageinst woll)ssesssseeses 37 n "
Extra spoaker (paintod wood)eessssssss 15 n "
2 alr wontseases Total T
Thoe absorption units of thoso individunl itoms whon added togother total
10 Enlptyocu-Q-Q-o--o-o-----ll--oc--o-ouo.ooaa- 630 Sabincs
2. “lth 5 Pcoplo”'.‘l....’l'...-0.00'."ICODO 650 n
3. With 10 peoplcvlll.llJl.l'll.llcloln.ll..l. 670 "
L’.' With 20 PCOPlO.o-oo-ot.-nco---vo-no---ao--- 690 "
These arc conscrvative figurcs, on the low sido,
Using tho Sabine formula for figuring roverboration time
Timc = K x Volumo; where K 8 «05
Sabincs
Under the listed conditions, timo equalste
le 1,413 sces.
2e 1,37 Idoal rcverberatibn time according to
3+ 1l.33 Sabinc for an auditorium of this sizo
Le 1,29 is ~ Spocch .76, Music .07 scconds




Aceording to NBC standards the optimum reverberation time based on frequency is:

Frequency cps Time
100 1.26
300 0.90
500 0,80
1000 0,75
2500 075
Looo A 0.825
5000 0,900
8000 1,05

ﬁsing Knubson's formula for computing reverberation time =wm
0«05 x Volume

P T S Iem Wroa) A LK

There = .
v = 17,800 cubic feet
Surface ares s = 1,298,25
oh = Sabines
TGrinco Area

K - Constant for humidity and frequencies
-~~which takes into account frequency, humidity, and pressure and also revising the
Sabine absorption units to the highest allowable value, ws have:

Undor conditions listod
1. Empty-'-Oo-----a----oc--...,.,.695 SﬂblnGS
2. With 5m«_.135¢l|upn-tnolllsna.n‘?ls
3. With 6 males, !} femaleseseeerss7il
L[.. With 25 males’.u-..-n-....n.u795 1
S5« With 75 males, 75 fomalcSee,..1145 "

Under these conditions

1, Empty: humidity 50%; frequoncy 2000 eycles
Time =« 1,133 seconds

2. 5 males: humidity 80%; frequeney 500 cycles/ps
Time = 1,11 scconds

" 3e 6 males, Ly fomnlosy humidity 70%; frequency 500 cps

Time - 1,05 scconds

L. 20-picce orchestra, or 25 maless humidity 80%: frequency

2000 Time = ,98 seconds
S5« Audience = 75 males, 75 femalcs: humidity B0%; froquency
1000 Timo = ¢65 scconds

By comparing these roverberation times with the XNBC standard time, it becomes
obvious that the roverboration time of tho studio is much higher than it should be,
Taking .75 seconds as a stondard it is scen that at lcast 1050 absorption units are
roguircd for the Knutson figures, or 1200 absorption units are roguirod for the
Sabinc figures,

A -suggestod mothod for the required inercasc in sound absorption is to cover two-

thirds of the studio floor with carpoting and approximatcly 500 squarc foct of the
tran51te wall surfaco with heavy dropcse

w 8 =




P lcihsd ehle, <=
WASHINGTON STUDIOS

Ench studio has certain charancteristics which should bo bornc in mind by overy )
produccr and anncunccr. Cerdain things can be donc in cach studio to either avoid
or minimize its faults, The information containod herein moy prove holpfule

STUDIO "A"

This studio is "live®, particularly as rogards musical sot-ups. Its livest
point is the Noew York Avenuc ond, duc to the glass of tho obscrvation booth,
It is thercforo advisable to aveid plecing microphoncs in that arca, ospo-
oinlly for o musical program. A musical group should never play toward tho
New York Avenuc ond, but away from it. Haove them play toward tho H Strect ond,
ond by nll moans place microphones in this comparatively dedd cnd whonever
possible, In so doing you will roduce to a minimum an unplensant "hollow"
offeet and “slaps™. Avoid alse tho usc of too many mikes in this studio,
Onc mike for o musical group will usually providc the best rosults. Any
cast mikes uscd should be placod so that their ficlds arc at right angles

to the ficld of the music miko, If an announcor is going to speak on the
onnounce mike ovor music, it is wisc to leave the announce button up and lct
the eéngincor open the announce mike on his console on cues If this is not
done, therc will be o suddon change in lovol and tono quality whon the
announcc bubtton is punched up, The gradual opening of the fader is nowhere
near as noticcable, This studio is mek-ogudpped to play transeriptions

oOx. 7 3 atrhlico and nc-'n-ng nwni—hnx_.%
STUDIO “B" 7 % ) ; '

Studio "B" is comperativcly doad and locks the brillisnce of Ya". Duc to its
gize and shape, an objeetionable hollow cffcet obtains whon thoro arc
spookors at o table and an announcer at the ammounce mikc. This can be reo-
dueod by placing the table well away from the cnnounec mike and by placing
the microphonc ficlds at right cnglcs to cach otheor, Urge any specoakers
soated at tho tablc to hold their headd well up and Lo spoak dircetly imto
the mike, not down to the tablc, Musicol groups arc best sct up in the H
Streoct ond, playing toward the New York Avonuo cnd of the studio., This
studio is oquippod to play tronscriptions, iZ?&ub JéHtJ , :

BTUDIO "E"

This studio is used prineipally for spcoakers and has qualities not unliko
thoso of "B", Urgo sponkors to koop thoir heads up and aveid having both
studio and announce punchcd up if ot all possible, This studioc is wef

%quéppod.to play tronscriptions, - 7 . : Aty

STUDIO "ot

This is the "standby" studie, thot is, the studio through which most ine
coming progroms arc routed. Most station broenks, local news, and trans-
cription progroms originotc horc, The announcers?! "log", all copy for the
day, oand commercinl troanseriptions sre kept in "O" or tho control booth of
"o", Unless ocrowded conditions or a shortage of tochnical help makes it
nceessary, gucst spoakors do not broadenst from this studio,

-9"




STUDIO "N"

"N is the countorpart of "O", and is now boing usoed by WMAL for the samc
PuUrposcs, '

sTUDIO "C"

"o 33 the countorpart of "B", and is currontly being used by WMAL. If in
somc omergency an NBC program is brendeast from ng!, remombor that the auto-
matic chimes coannot be played thore, honeo you should arrango to have chimos
played elsewhere, If this is not possible, get a sct of hand chimes from
the music library and usc thoma

.-10;-



OPERATIONS

Thc notwork, as such, has certain mechanical proccdurcs which gonerally arc
roforrcd to ns operations, Whilec thoro arv fow "rules" in rodio which can's bo
brokon undor cortain oporating conditions, tho following will apply 99 percent of
the time, Theosc rulcs and operating prineiples aro mandatory, for obvious
roasonss

THE NETJORK - WHAT IT IS NOT

The Network is not ncocssarily o single group of stations at 2ll times. In
foct, it is morc ofton split imbo various groups or "logs". Bach of theso
logs has a designated nomo. The major oastorn group is called the Round
Robin, which bogins nt Now York, circles up through Now England, goos wost
aeross Noew York State to Chm"go, comcs back onst aeross Ohio and Ponnsyl=
vania to Washington, znd thonco back to New York, Twis group gonerally is
fod through New Yorki The group from Washington south is called the South-
castorn leog, indiented on traffic shocts ns "STEY, The STE is fod gonorally
through Washingtons Thore is also a middlo western group, a mountain group,
o south-wostorn group, and the Pacifile group. It is quito possiblo that cach
of theso groups might bo carrying o diffeoront program during a givon poriod.
It also might bo that the following poriod of timc might sce an ontircly
difforont linowup of thess various legs for ono or morc programs. This makos
it elcar¥ why cach program must bc of f on timc, sincc a run=over on any log
would create chaotie opcr"\'t:.:LmT conditions,

(/M,M LAY

THE DHEIMES - WHEN AND HOW

Effoctivo april 2, 1945 and thoreoaftor, thore will be a 30-sccond break
botweon tho ond of onc program and the start of the noxt roplacing the formor
20-sccond breaks Also cffective this date, chimes will be pre-sot and the
first chime will ring 30 scconds bofore the start of the next schodulod
program periods The cuc "This is NBC, tho Notioncl Brosdeasting Company™
must be giver in time for the first chimec to ring oxactly on schedule. If
program or cuc is not completed in time, tho program or cuc will be cut as
chimes will ring cutomoticnllys Ther< of coursc will be cascs whore o run=
ovor will be allowcd duc to noturc of program or importance of spoakor, Such
instances will bo predotermincd and cdvance notico given thot "Automatic
Chimes" will not be in offcct,.

In kocping with this notwork chonge, TRC will also looally operato on a “30
instead of 20-socond broak basis, Boonuse it occasTonally hoppens chimes
from Yashington are rung to the nctwork, we have had %e moke cortain technieal
alterations in their opcration, Effcctivo April 2, 1945, whon chimes arc
rung in any studio, and, whon the noxt program is to be in a difforent

studio, the ringing of the chimes will automntically rcleasc carricr to the
upcoming studio, The result of this is that ot broaks whore a studio chango
occurs, thce man in the upcoming studio will hove to make the stoation anncunce-
ment, (This will be without oxception, and eortain changes in our prcsont
schoduling will rosult.) In thc cvent that we originate to tho nctwork and
also ring chimos to the notwork, those chimes will go automaticelly ot 30
soconds before thce next straightup time period, and the obligation for ringing
thom will not rest with the announcor but with Mastor Comtrol, dAnother re-
sult of this new system will be that oll announcors must check their timo

w 1l -




carcfully and mako surc that tho NBC cue begins to go no lator than forty
seconds beforc the noxt stroightup time period, Vo will want to do this
both loeally and in notwork opcration.

SHITCHES - WHAT, WHEN, AND HOW

¥ith the increasc in multiple plck-up brosdensts, switchos arc morc numcrous
ond the possibility ofi crror is groater. Forcthought and carc will prewvent
crrors or ot least keep them to a minimum. Thero aro thros types of

switches usod by us: +the Insiantancous, the h-socond, and the S-sccond,
Switchos botwoon Now York, Chicago, Clcveland, and Voshingbon are generclly
ingtantoncous, hoocuss we have the nceessary faeilitics to moko such switchos
instantanocous, Switclics from the Bast to any point west of Chicage, and
vico-vorsn, arc of lY~sccond duration unluss ¢ specinl extra'line is installed
botwoon the originoting point and Chicage. Traffic nlways adviscs us of

such spoeinl cascs, and. indieatos an instant switch. Rogardless of location,
S-sceond switches arc tho rulc for switchos to and from affiliated stations
as distinguished from M&0 stations. -

Ao INSTANTALNEQUS

Cuc senbeonecs arc always provided by traffic, On o switeh coming to
Washington, drop Womo ond pick up dnnouncc on the last syllable of Tho
last word of the cuc scntonco, If innounce ig not to be usced, all you
nood do is pick up Studio, as the studio button aubtomatically knocks
down Nemoe Roturning from Wgshington, pick up Nomo on the last syllable
of the last word of thd roturn cuc, dropping innounce simultancously if
thot position is in uso,.

B, FOUR-SECOND

On tho last syllable of the last word of tho cuc sontonec, coming to
Woshington, drop NEMO immedintoly, Count four scconds by wateh or clock,
punch up Studio or .mnouncc, and start your portion, On the roturn from
Toshington, count onc sceond from the last syllable of the cus word,
THiEN, (ond not until then) pick up Nomo. Studio or announce may be
dropped immedia®cly te avold any studio noisc going out., Ploasc adhoro
to the letter on thesc instructions, Therots o scomingly simpler way to
do it, but . in so doing you're tnking too big a chance that the announcer
on tho other ond of yow circuit is asleep. This systom is foolproof.

C., FIVE-SECOND
Usc oxoetly the same procedurc as for li-socond switchos,

D. OTHERS

Thore aro somo switchcs handleod by the HMCD or by the control booth cengincer,
as for oxomplo, when Washington is o mike lcad to anothor city. Dotails

on this snd cortoin othoer switchos are always set up by Traffic snd full
detaills are supplicd. Double cheek theso vwith nll hands, so thot congincor,
amouncer, producer, and participonts know oxactly what the proccdurc is

to boe
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E. FEEDBLCK

Thore must bo an opening in our nctwork circuit at all times., If tho
oircuit is closed ot all points simultancously, you would hear "food-
back”, which mke s o "chug-chug-dhug-chug" sound, end this continucs
uvntil the circuit is oponod, If a switch is coming to you and you arc
lator punching up Studio or .mnouncc than the man switching to you is in
punching up Homo, your tardincss will leave the c¢ircuit closed for thoso
fow scconds and fecdbask with result, If you arc too fast, tho some
thing will rosult on the return switchs Don't enticipatc —- switeh on
the last syllablc of the word cuc on all instanbancous switchos.

Grantod that tho corrcet cuc has beoen given, the burden is on the porson
Yo whom the switeh is madc, If foudboek porsists it is the person on the
rocoiving und of tho switch who must punch up his "Studio" button ~nd stop
the foodback, Thore may bo ocensions whors foodback persists so long
that it is advisable to knock dowm the "Hemo" button, punch wp "Studio®
and repeat the cuc, then punch up "Homo" apmnin, but such instrnecs oro
rero and carcful judzmont should be used, Never hurry into such an
operation, -
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PRODUCTION

A, PRODUCERS [ND DIRECTORS

le

Tochnically, thore is a difforoncc bobwoen producors and dircctorg,
although the torm "producer™ is used looscly to rofer to any porson, who
finally dirocts o programe &sctunlly, & producer is not always the
diroctor, Tho preducor plans, doviscs, concoives, ond arrcongoes the
progrom, Ho moy ot this point turn it over to o dircetor to cast the show
ond rchearso it, and finally dircct the broadeast itsclfs Or, tho producor
may cest the show himsclf and thon turn it ovor to the dirzetor. Our
practico is to usc the torm "produccr” or "production man" for all dutics
portinont to producing and/or dirceting o program.

B. PRODUCERS' DUTIES .ND RESPONSIBILITIES

1.

24

3

L.

e

I’

The preducer is in complotc chnrge of and respensible for tho progrom to
which he is assigncd, .11 participants work under his dircetion, and
immedinte compliance with his dircetions is imperative.

Ho mokes cortain that tho ontirc cast has boon notificed of rehonrsal and
air time,.

That the seript and music have Woth boon approved by the proper authoritics.
Script and music shceot must have approval stomp,

Thot o suitable sbudio hns buen nssigned ond sct up in tho required manner
wocll bofore rchearsal timc.

That tho rocoption desk knows of the program and its gucsts, so that
guosts may bo cscortod to tho studie nt the proper time; also that the
roccptionist knows whothor or not an audicnco is pormittod.

Ho cues in porformcrs and artists whore ncecssary during rchearsals and
broadeasts, He sces to it that the progrem is rohcarsed carsfully, so
that eoch artist knows oxoctly whet 1s oxpocted of him on the alr.

He must timo tho program to the split sccond and mnkc provision for stoy-
ing closc to rchearsal timing during tho nir show,

Ho socs to it that tho program is proporly beloneed; thet the proper rolo-
tionship is mointained at nll times beotweoon musie, volces, and sounds,

He must make a list of all persenncl hired for the program and sce that
the auditing office {or the ageney if they pay dircet) has this list to-
gether with the performer's full namo, soeial sceurity numbor, marital
status, and tho amount duc the performer. He must also be surc that NBC
hos o withholding tax woiver for onch poerformer on file, If the ngeney is
paying dircet, the agoney must have a scparate waiver, cven though the
performoer mny have signed onc for WBC, Thoro must be o weiver for cach
individual amployer,
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S

C. SET~UPS AND BALANOES

1, The best set-up is usually the simplest set-up, and multiple microphone
pick=ups should be avoided. The use of more than one mike for a given
performer or group of performers working as & unit (orchestra, dramatie
cast, wocal group, efc.) is very inadvisable, since distortion is quite
likely to result, Vhen two mikes arc employcd for the ssme group, sound
wavos simply cannot reach both mikes simultancously, By taking advantage
of the directional propertics of mikes, & scparatc one may be used for
cach group working as a unit without distortion. For example, a separate
mike might be used for each of the following:

a. Cast

be Sound effcets

¢, Vocalist or chorus

d. Orchestra
By proper placoment of the four mikes, a good balance can be obtaincd, In
such cases, get the advice and counscl of our cngincering staff as to
mike placumont and the charactoristics of cach microphonc. Socc also
"iashington Studios.

2+ Sovoral books on the subjoet of preduction have chapters on scb-ups, with
diagrams and cxplanatory notes, Those will be found in tho production
offico,’ In the 1938«39 issuc of the Variety Radio Dircetory, pages
195-221, you'll find an oxcollent chaptoer, Tarlo MeGill's beok on Radio
Dirceting also has valuablc tips.

3¢ Monitor lowel during rohearsal is cxbremely important, Many producors
make the orror of riding the control room spoakor lovel far toc high.
Surveys indicatc that most listonors kcop their radio volume lower than
is owr control room practiccs ory to maintain tho speaker level ncar
that you would usc in your home, and a much morc consistent balaneo will
be the rosult. Also, remembor the complaints you hawe heard from listoners
who soy that when thoy have thelr radio tuned to hear veicos, thoy
ofton have to roduco the volume considerably whon music starts. liork with
your cngincor to avoid this inconsisteney ond maintain o propor balanco
betweon music and voieccs, Kooping the control room speaker to normal
levol will help,

D. MICROFPHONES

1, In dotormining propor mike placemcnt, %akc into considoration its dircce
tional propertics, amplitude, and frogquency rosponsc charactcristics,
Tho ongincoring department has charts which show the frequency ocurve of all
RCA mikes, which we usc oxclusively, Thoy car also ghow you the amplitude
charts and give you much hclpful information on the subjoct of mikes, 4
littlo study and you will beoeome thoroughly acquaintod with cach type
and bo betbor oquipped for your jobs

2¢ Wo usc scven distinet typos of microphoncs, cach with di fforont gualitiose
Somc arc uni-dircctional, somc arc bi=dircetional, and somc arc non-
dircetional undor cortain conditions. Thc mikcs and thoir charactoristics
arc listud in the following:
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VELOCITY
L=

Ll-B

FRESSURE

50-4

88-A

This is a bi~dircetional mikc; that is, it piecks up on both sides.
Its ficld looks not unlikc a figurc 8, Type Lh=A is thc old type

of wcloeity, casily distinguished by the typc nwmbeor on the basc
platce It has o lower lowel and a smallcr frequoney rosponsc than
the newcr types. Bocausc it docs not respond to froguoncics as high
as doos the Lli=B, it scomingly incronscs bass responsc in voicos

and instrumonts ond is semotimcs valuable for mellowing a high, thin
voice or musical instrumcnt.

Music Mikc, The nower type velocity comos in two types, for music
and for volce. Tho music mike is distinguishod by a spot of silvor
paint on the casc, othorwisc it looks like the lji-A. This is the
fincst studio mike and has the greatest froquoeney response of all

our cguipmeont, It is the bost mike for broadecasting the full quality
of o musical group.

Voicc Mike, This is oxnetly likc the music mike in appearance, but
it has no spot of silver paint. By turning the miko upsido dowm, a
small hole will be found en the basc, Insidec thoro is o tiny plate
with a "V" stampod on it, This mike is strappod for bass, thus
moking a voice morc crisp and somowhat highor in pitch. It is an
idcal spoech mike.

This is thc baby brothor of veloeity mikcs, The "JV' moans junior
volocity. Its groatest valuc is for ficld work indoors, such as
remote dance band pick-ups, For such work it approaches studio
quality. It is not cdvisablc to usc it wherc you know there will
be cxecssive room moisc, nor for pickeups of dignitarics whoro
picturcs might bo taken, boeause thosc wo have arc somowhot
bottored in appearance as arc the WBC mikc plates for thom,

This is tho Induetor mike, & fine ficld mike for outdoor pick=-ups
ospeeially, This mike is uni=dircetional in tho horizontal planc,
and non-dircctional in the vortical planc, ¥hen pointed straight up,
in the vorticel planc, a group of porsoms in a eirele can all tolk
into this mike, provided it is placcd fnec up in tho contor of tho
group ot about chest height, For spocchos at banquots, ctey, the
mike is oxecllont, It looks well, and we arc cquipped with both TRC
and NBC plates for the Inductors, For speoeinl ovents we also have
hand grips, bubt romomber that the RCA Inductor is o pretty heawy
microphonc. For usc oub of doors in bad weather, we have shiolding
matorial,

The "88" has all the charnetoristics of the 50-A Inductor. It is o
much lightor and more casily handled mike than tho 50-A., The 88 is
uni-dircctional in tho horizental planc, and non-dircctional in the
vortical plane whon uscd as suggostod nbove in the paragraph on the
50-A. It is an atbroctive miko, and wo aro cquipped with NBC platos.
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77 The "77" is goncrally used as o studio miko, although therc may be
ccrtain conditions, which would make it advisable to usc in the
ficld. I% is ospoeially wvaluablo wherc a wide-anglc pickeup is
roquircd, sincc its ficld is 180 degrcoss “t isa uni-dircetioncl
miko, thus moking it wvalucblc for oliminating unwanted sound on
multiplc microphonc pick-ups in the studio or in the ficld, For
oxamplo, o vocalist singing with o largo musical group somctinmes
con't moke himsolf hoard ovor the orchestra, By placing a 77 so thot
its ficld is a little morc than at right anglos to the source of
wmanted sound, the vocalist ean be picked up succossfully.

The type "77" microphonc is decciwving in ono aspoct and earc should
be tnkon in this rospoet: beesuso of a rother low bass rosponsc,
musi¢ will ofteon seoun to be morc "brilliant" om this mikc than on o
Lli~B, cspociclly when strings ~ro invelved, Bucousc of our high-
fidclity control room specakors, we often think the 77 gives o bettor
pick-ups Thc test lics in an actual broadeast, that is, if o 77
goundsbottor ovur a rndio sot than docs o Ll-B, then go aheoad and
usc it. In 108t cascs, the LU-B will give the fincst musical
rcsponsc, A valusble usc onm musical pick-ups for the 77 is whon
speceial mutcd brass cffoets arc to bo picked ups. Flaco it in front
of tho brass scetion, to be oponed on cuc for these spoeial muted
cffcets,

E. TIMING, CUTS AND CUSHIONS

ls Evcryone has his ovm nethed of timing, but a fcw.clcmontnry precautions
should be obscrved., . hothe r on o remote or studio job, clways gebt an
accurato time check two or throo minutes before air timec. Got another
tinc chock two or throc minutes before signeoff timc. DBothdioeks should
be obtained from :CDe During the rchenrssl, it is wise to double-check
your stop watch time with a clock or watch showing the actual time; thus S
by knowing your starting time you have a check in the event your stop
wateh fails. During an air show, it is mandatory that you double~check -
your stop watech against actual time,

24 Arrange provisional cuty and cushions in advance, and make sure all
personnel understands perfectly., Explain exoctly what signals you will
use to indicate cuts and/or cushions. Generally speaking, the cut signal
will be the graphic gesture of "outting the throat™, The signal to use the
cushion might well bo a one finger signal, signifying "Use cushion #1";
two fingers for cushion 32, obce; but any signal will suPficc as long as
everyone understonds what you will use, The usual stroteh signal is not
advisable in such cases, sinco this signal sheuld be used only to ask for
a slow-dovm in pace, not a request to pad., Sec the studic eign langunge
sketch on page 15, Get to lkmow these signals and usc them. They arc
standard throughout the industry.

5. When moking provisional cuts, try to out music or dinloguc not ncccssary
to the plot, Especially in a dramatic sketch, avoid cutting plot,
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F. ARTISTS

l. By artists, we include all performers for the sake of brovity. In
handling them, o direcetor must show sclf-control and sclf-confidencc, A
calm demeansr is vital to the success of a show, An irritated, excitod
direetor is of no waluc to anybody. It is obvious that a ncrvous per-
former cannot turh in a smooth, profossional job, 4 diroecbor should show
o calm oxterior oven though he may be noervous about o show, Passing this
nervousncss on to the cast will ncvor improve the performancos Give
clear, understandablo signalse Try to avoid running rchearsals right up
to air timc; it tires the poerformers and heightecns ncrvousncss. Allow
five to fiftocn minutes for rolaxation betwoon the rohearsal and the show,
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REMOTE BROADC.LSTS

Much of tho succcss or failurc of romote programs depends on how much or how little

adwmane ¢

“onaing® is donc. ‘The sconc of cach romote should bo chockcd very carc-

fully before tho day of the broadeast whonover it is possiblc. If this isn't
possible, the producer should be on the sconc well bofore alretime so that if a
check-up roveals potontial trouble, the proper steops may bo taken in timo to

prevent

trouble on tho broadeast,

Ao FACILITIES

1.

24

5, BOULTHE DREETRS /f Lt

Make surc that loops are already installed or ordercd at the most conven-
icnt location at the sconc of the brocdenst, Make surc that the persons «
in chargo of tho location arc aware of your plans and that you have both © 3?
their adviece and thoir approval of all arrangoments for installing
faeilitios, Make suro that tho loops arc tosted woll in advonce of aif
time. By tho phrosc "mokc surc", wc mean positivoly, Novor talto it fqr ‘
granted that pormanont loops arc okay from ono WOOK to the next, .On ono ’ 2.
ocenslon it was nocossary to bring a group of Stato Departmeont offlclals o
up to tho studio in a rush beecgusc the failurc of the lines was mot | uéy
discovered in time to offcet ropairs. Such cmbarroassmont should bo

avoidod.

/‘

Haove o thorough undorstanding with the porsons in charge at a remotc point
rogarding tho date, timo, nnd oxact location of the broadeast, Discuss
with thesc pooplc the cxact sct~up to be made and what cquipmont, such
as tables, chairs, podiums, music stands, cte,, they will providce.
Arrange with thom to avoid hoving tclophoncs ring during air timo, Con-
firm oll details by lottor if time pormits, Make a list of cxactly what
oguipmont we will nced in tho way of mierophoncs, stands, oxtra cablo,
ote., and sco that tho cngincoring dopartmont is provided with tho list,
along with all othecr dotails portinent to the brocdeast. If o PJAe systom
1s to bo used, give onglncorlng full dotn 115.
/" 'f C]{ At St S f' . 2 e (]'-__4 - /; £ oae { o ;! fﬁdﬁff‘&‘
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Having aseortained that the mccthlcal phascs outlined above arc in order,
chock tho porsons to appoar on tho broadeast., Hako surc tthoy have boen
contactod and know whun and whorc thoy arc to broadenst, lMake cvery
effort to got copics of all talks in advance and scc thot the toalks are
clearod by the proper authoritics, Makeo surc that ench participant is
advisod cxactly tho longth of timc hc has on the program, and diplomatically
but fimmly scc that the script is cut down to tho allotted timo, Make
surc that all music is clearcd and thot the musicinns and their dircotor
understand tho cxnet procedurc to be followods Explain vory carcfully
the signals (Sce page "Signals") you will usc to accomplish a slow down,

o specd up, a cut, a cushion, ond an inercasc or doeroasc in musical .
volumo,

FEVER go oubt on o romotc without lenving a copy of tho closing announccment
with tho studio standby announcer. If your program is about to run over,
you can thon cut it at the sourcc and the studio annouwncor con sign off,
Moke surc that, in such an instancs, the romote ongincor, the MCD, and tho
studio announcer arc awaro of your plans and that thoy understond oxnctly

- 20 -



NOTE:

3

L.

Se

To

Be

- : * g":
\; 'ﬁ, e Eojoed :

how the cut is to bo madc, HEVER fade out in such cascs; hove your
engincor throw his linc koy =t the ond of a sontcnce or comploto thought,.
NEVER allow an announcor to whispor = closing while your spoaker
thundcrs on.

When o romotc is sn ad-1lib job, preparc for it by gobting cvery possible
scrop of information about thc broadeast, tho rcason for it, and the
participants, Vory often the press will hevo commonts on it in advanco.
Clip thoso and oithor take them with you or, boettor still, writc a
scrics of comploeto paragraphs in your own words., You con always find oub
some informetion to help you in ndvanec. AL'LYS writc a clonn, crisp,
opcning ond c¢loging announcomont, liany o mediocre ad-lib job has boon
made to sound top-flight bocausc of o well-writton "opon and closc"; and
many a spﬂrkllng job has soundcd mcdioerc beecavsc of tho foilure to

havo such cn Mopen and closo”

Got o time check ot loast five minutos boforc air~time ond anothor onc
minute before air-time., Keop 23l participants andvisod of tho time, and
moke surc, through advance arrangemonts with the porsons in charge, that
any othor netivitiocs in advance of the broadenst cro stopped in time %o
moke for a cloan boginning of the program, This is wastly importrut

and rcquircs caroful, dipleomatic, cnd firm understonding in advancc of
air~timo w ith all participants. Got another time chack from MCD two or
threc minutes ahond of sign-off timo. In all time checks, synchronize
threc watches: yours, the nnnouncer's, and the romote ongincor's,

It is probably not nceccssary to romind you that in dress, speoch, and

conduct, you should locvo behind a good impression of yoursclf on all

rcmotes, You roprosunt the company, ond itts port of your job to give
& good improssion of NBC,

On the rarc oceasions whon wo have drnco romobos, two mistokes should be
avoided: 1. Don't try to bec o comic; and 2, Dontt bo too lavish with
credits for the hotcl, the singers, or the band itsclf, On a half-hour
program, montion the origination point only ot the beginning, the middle,
cnd tho ond.

idvisc the progrom department immedictely if anything concorning a romotc
departs radienlly from the origimml plans., It may somotimes bc nccossary
to call New York, for cxomple, ond cdvisc thom that o progroem will be
short, ond that "fill" will bc nceossary. The time to do this is tho
moment you antieipate the trouble, ESE at tho lest minuto,

Wateh for "nows" storics which might occur on cortoin typus of romoto
progroms involving notcd peoplec. Give such storics to our pross depart-

ment, and remembor it is botter to turn in too mony rather than too fow
such itoms, Lot the pross department docido on the wvaluc of the story.

Sce the Scetion honded "Talks",
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TALKS

In the scotion honded "Remoto Broadeasts", paragreph "B", #1, you will find much
informotion that applics to studio talks as woll, ilso, mxh of the informetion
contained in this scction is applicablc to romotc talks.

iie PREPLRLTION

1, Make surc, well in adveneo of air-timo, that you hove complete informo-
tion rogarding the program -- o clearcd seript and an approved opening
and closing cnnouncoment, Do ovorything possible to got on coourntc
timing of the seript, Yhon you know very definitely how much time the
speakor has, ascorkain whother the speaker knows and sce thot ho is
ndviscd 2 day or so ahood of time if possiblc, Call the sponker yoursclf,
and ask him if hoe will ploasc road his script over ond timo it, Offer
to call back lator to Find out how much timo he tock. If you don't ecall,
ask the program dopnrtmont to make the roguost, Gotting this donc in
advance will sove many momonts of unplonsantnoss at the time of tho
broodeoste

If the speaker is meking o bricf talk as port of o progrom originating
¢lsowhere, mnke suro of the switching cucs both ways, and explain to the
speaker just whot that moons. Double choek with him the cucs znd timings
just beforc air-time, and if his lcst words arc the switching cuo at the
oend of the VWnshington portion, make surc ho doesa't change them, Toll
him that he must not add enything or chrnge it beecauwsc on cnnouncer many
milcs avny is going to pross thet littlc butbon on the lest word of the
cuc, If you do this ns though oxplcining notwork opcrations to a loyman,
you xot only won't offcnd him, but will intercst him,

Pinclly, make sure that from the ¢lowvator door to tho studio itsclf,
personncl ard oquipment are riody for the gucst. Frosh wator, clcan
glosgos, amd o clonn ash troy should be on the table, The page or the
hostoss should cscort the gusst to the studio, snd cveryonc should make
cvery cffort to moke the guest foel welcomo, Xnow his namo and title,
if any, and sddress him by nome or titlo, Roproscntatives may be
addrossod ns "Congrossman" or "Roproscantative™; Scnntors os "Mr, Scnator"
or "Semntor Jones"; Ambassadors as "ir, Jmbaggador"; Cobinct officcxﬁyﬁ?ﬁ-
"3 ] Lia%s : L] 7 3
as "Mr, Scerctary" or "Madom Scerctary"; and the Presideont, of coursc,
as "¥r, Presidomt", Gonorally spoaking, we rofor to most high govern-
ment and diplometic officials in this wny in introductions: "Tho
Honorablc Franl C, Vinlker, Postmaster Gonernl of the United Statcs", In
the casc of diplomntic officinls, vhen in doubt as to title, mamor of
address, or pronunciation of namc, telcphono the cmbassy and solieit the
information so you con be surc of ovoiding ombarrnssing mistolics. You
may also call tho Protoeol Scetion of the State Dopartment, who can
advisc you in such instances, There is o watch officor on duty therc oven
at night,

2, When you have mede your gucst spoakor comfortable, discuss the routine
with him, so that you cro positiveo ho knows what hc is to do, ond when,
If wo arc to introducc him, show him the opening and closing announcoments
to makeo cortain your facts arc corrcet, changing tho seript to conform
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with the frots. “i¥eid oxtonding those romarks, however, since it is
generelly our poliey ¥o-be quitc bricf nnd importisl when introducing
persons in publie 1lifc. Théso peoplc will somotimes want too much

of a buildup. Handle tho situition graccfully and diplomatienlly, pointing
out that the less time you toke for introductions, the more time will be
loft for the sponker, This will gonerally suffice, but if the guost is
insistont on cortain chonges which, in your judgnont should not be mede,
oxcusce yoursclf from the studie and rofer tho matter to tho oxceutive

in chargc or to whichovor one is available by phonce. K M
’ Qs ot -4"1‘:? & W{M’L—“/
The timing is, of course, important. Speakers must be off on time, unless
specific authority to rum over is granted by the manager, or the program

manager. No one else is to assume this authority on Washingbon network

pickups, not even New York, except when a spéaker is part of another pro=

gram and the producer of such a program authorizes you,- for example, %o

allow a speeker four minutes instcad of three. In Yashington, off on time

means delivering the NiC cue by 35 sceconds before the scheduled start of

the noxt program, This will assurc chimes ringing on time, i.o,, 30 scconds
beforc the scheduled start of the noxt program, Arrange signals, which

will be undorstandable to tho spcaker to assure his gotting off on the nosc.

One of the bost and simplest mebhods is to "back timo" (timing tho last

onc, two, or thrco minutes of a seript -- the average speaker will road

about fourtecn double-spaccd lincs a minubo) anywhore from 1 o 3 minutes,
marking his script accordingly, Dceidc on a provisional cut, so that if he

is rurming latc on the % or 2 minubto "fingcr signal”, he can meke the cut

and got off the air on timc. Explain the "eut" signal, and tho "spood-up”

signal, but avoid their usc ugless it is absolutely necessary, since they

may confuse the spoaker and slow him down. Above all, novor show nervous-

noss, and don't bocomc visibly panicky, bocause this will be transmitbed

to the gpoaker, dnd you'll have a turkey on your hands, There is always

a way out ~- think it out boforchand and be proparcd to put it te use

if nccessary., Gunerally this will mcan cubtting the speaker off from

snothor studio if he gots complctely out of hand, Got Yo anothor studio

in emplc time, after advising the studio cngincer of yowr intentions. Whon

you'rc in the other studio, got MCD on the phone, ltcep him on, and when

you deceide to cut, tcll him "Cut", at which timo he will take the carrior

away from thc spoakor's studio and give it to you, and you can thon make

your sign-off. Vhon this i1s donc, go back to your gucst and oxplain very
courtcously what you have done and why you had to do it,

Nover lot a speakor leave without an apology and an cxplanation if you have
boon forced to cut him, Thoro arc a number of wvery scnsible rcasons why

it 1s nocossary to gout all programs of £ on timo, First, in thc casc of a
spoakor, the notwork cannot force affiliatcd stations to go on carrying =
spcaker, who runs over inte their commitments; sccond, if no time if left
for a sign-off, listoncrs may not know who was spoaking; and, third, wvory
often the notwork will be split into scveral sgs, which means thet chimes
on all logs must synchronizes If they dontt, thoerc will be foodback at
scveral points, Also, the following program might bo scheduled for tho
full nctwork, which moans that the rost of the notwork would have to wait
whilc our locg finishced, with dcad air the reosult. If the rost of the notw
work did not wait, our leg would have to join late, and the program would
como up eut, At no point in any oxplanations usc the phrasc "commercial
comnitments,
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TRANSCRIPTIONS AND RECORDS

1, fTranscriptions and records must be announced as such in very plain language.
Tt is permissible to say "transcribed" or "by transcriptien". It is NOT
permissible to say "recorded" or "recording". Vhen records are used, you
must say "record" or "records",

2, Commercial eb's are kept in special bins in the booth of Studio "0". Be
sure well in advance of air-time that 2ll such et's scheduled are there, If
any are missing, advise the sales department at once, or in the absence of
any member of the sales department, advise the program exccubive in gharge,

%, The announcer is responsible for getting library transcrintions from their
files when he is assigned an et program. Please see that the studio engineer
has these at hand well in advance of air-time, and see also that they are
replaced in their filos as soon after your show as feasible. Hondle these
et?s with care =- materials aro scarce and replacements not too easy to obtain.

liy Records for record shows will be placed in the bins by the music library.
Check these before air=-time to make sure aoll are thore, and scc that they are
returncd to the bin in geood order aftor the programe

NOTE: Sce following page containing FCC regulations as of Docember 5, 1946,
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To ALL VICE PRESIDENTS, DEPsRTMENT HE.DS AND
MaNAGERS OF M&0 STLTIONS Date March 4, 1947

bioct ANNOUNCEMENTS ON MECH.NI-
From Frank E. Mullen Subjec CALLY RECORDED PROGRANS

This memorandum cancels and replaces my memorandum of Janwary 18,
1947 on the above subject, to ALl Vice Presidents and Managers of }&0 Stations.

On December 5, 1946, the Federal Communications Commission ordered
Sections 3,407 and 3.288 of the Commission regulations to be amended as follows:

Mechanical records. ZXach program breadcast which consists in whole or in part
of one or more mechanical reproductions shall be anncunced in the manner and
to the extent set out below.

(4) ZEach such program of longer duration than 30 minutes, consisting in whole
or in part of one or more mechanical reproductions, shall be identified
by appropriate announcement at the beginning of the program, at each 30-
minute interval and at the conclusion of the program, provided however,
that the identifying announcement at each 30-minute interval is not re-
quired in case of a mechanical reproduction consisting of a continuous
uninterrupted speech, play, religious service, symphony concert, or
operatic production of longer than 30 minutes,

(B) Bach suck program of a longer duration than 5 minuvtes and not in excess
of 30 minutes, consisting in whole or in part of one or more mechanical
reproductions, shall be identifisd by an appropriate announcement at the
beginning and end of the program.

{C) ZXech such program of 5 mimutes or less, consisting in whole or in part
of mechanical reproductions, shall be identified by appropriate announce-
ment immediately preceding the use thereof.,.provided, however, that
each such program of one minute or less need not be announced as such.

(D) 1In case a mechanical reproduction is used for background music, sound
effects, station identification, program identificetion (theme music of
short duration) or identification of the sponsorship of the program
proper, no announcement of the mechanical reproduction is reguired.

(£) The exact form of identifying announcement is not prescribed, but the
language shall be clear and in terms commonly used and understood. A
licensee shall not attempt affirmatively to create the impression that
any progranm being broadcast by mechanical reproduction consists of live
talent.

In compliance with this amendment, stations owned and operated by the National
Broadcasting Company will adopt standard forms of anncuncements which are out-
lined below, We wish, however, t¢ go beyond the strict language of the Com-
mission regulation, in order that the source of the material may be definitely
identified in the minds of the listeners.
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The standard forms of anncuncemenis o be used are as
follows:

4. Programs of longer duration than 30 minutes, consisting in whole or in part
of one or more mechanical reproductions, should be identified as follows:

1.

Where such a program consists entirely of mechanical reproductions, the
following anncuncement should be made at the beginning:

"Phe following program is presented by (sce Paragraph E below. )"
In the 30-minute break, the following ennouncement should be made:

"The program to which you are listening is presented by ( see Paragraph
E below, )"

The concluding announcement should be as follows:
"The program to which you have just listensd was presented byr(see Para~

sraph E below. )"

Except for the special case covered by the immediafely following Para-
graph 3, vhere such a program consists in part of mechanical reproductions
and in part of live speech and/or music, the following anncuncement should
be made at the beginning:

WPortions of the following program are presented by (see Paragraph B
below)!

In the 30-minute break, the following &nncuncenent should be made:

"Portions of the program to which you are listening are presented by
(see Paragraph E below.)! )

The concluding announcenent should be as follows:

"Portions of the program to which you have just listened were presented
by (see Paragraph B below. )"

Where such = ppogram consists in part of mechanically reproduced music
and in part of live speech, the following announcement should be made at
the beginning:

"The musical portion of the following program is presented by {see
Paragraph E below, )"

In the 30-minute break, the following announcement should be made:

"The musical portion of the program to which you are iistening is pre-
sented by (see Paragraph B below. )"

The concluding announcement should be as follows:

"The musical portion of the program to which you have just listened was
presented by (ses Paragraph T below, )"
- 26 -




D,

Programs of longer duration then 5 minutes and not in oxcess of 30 minutes,
consisting in whole or in part of one or more mechanical reproductions,
should be identified as follows:

1. Where such a program consists entirely of mechanical reproductions, the
same snnouncements should be made as specified under Paragraph A-1 hereof,
except that, of course, there will be no necessity to make the 30-minute
break announcenent. =

2. Except for the special case covered by the immediately following Para-
graph 3, where such a program consists in part of mechanicel reproduc-
tions and in part of live speech and/or music, the seme announceaents
should be nade as specified under Paragraph A-2 hereof, except that, of
course, there will be no necessity to make the 30-ninute break anncunce-
nent.

3. Where such a progrem consists in part of mechanically reproduced nusic
and in part of live speech, the same announcenents should be nade as
specified under Paragraph a~3 hereof, oxcept that, of course, there will
be no necessity to nmake the 30-minute break announcenmeat.

Prograns of longer duration than one ninute and not in excess of 5 ninutes,
consisting in whole or in part of ons or more :echanieal reproductions,
should be identified in the following manner:

1. Where such o program conslsts entirely of mechanicol reproductions, the
following announcenent should be nede imnediately preceding the progran:

"The following progran is presented by (see Paragraph B below. )"

2, Except for the special casc covered by the immedintely following Pars-
graph 3, where such a progran consists in pert of mechanical reproductions
and in part of live speech andfor music, the following announcenent should
be made irmediantely preceding the program!

"Portions of the following progranm nre presented by (See Paragraph L
below. )"

3. Where such a progran consists in part of mechanically reproduced music and
in part of live speech, the following announcement should be nede imnedi~
ately preceding the progran.

"The rusical portion of the following progran is presented by {see Para~
greph E below. "

In case a nechanical reproduction is used for background music, sound effects,
station identification, progran identification (thene imusic of short duration)
or identification of the sponsorship of the program proper, no announcenent

of the mechanical reproduction is required,

Mechanically reproduced prograns of one minute or less need not se announced
as recorded or transcribed. However, when such nechanical reproduttions are
part of & longer progranm, onc or nore of the announcenants set forth above
mist, of course, be made,

5
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E. In meking the foregoing announcements, if the mechanicel reproduction used
consisted of one or more phonograph records, use the word "recording(s)®;
if it consisted of one or rore electrical transcriptions, use the words
fglectrical transcription(s)?; and if it consistsd of one or more phono-
graph records and one or more electrical traascriptions, use the words
freeording(s) and electrical transeription(s)¥. In lieu of the refersnce
in any of the required announcenents to a progran being Upresented by
electrical transcription" or "presented by recordings," the respective
equivalent phrases "is electricelly transcribed" or "is recorded" uay be
used.

Where the foregoing annocuncements are used, they should be used without embellishe
nent and without being submerged in other wordage, which would detract fron the
identification of the program as being recorded or transcribed.

/s/ Frank E. Mullen

FRANK B, MULLEY
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LOGGING

The log shoot should be filled in as followss

ThnE

PROGRAM TITLE

NAME OF SPONSOR

ANNOUNCED AS
-SPONSORED

ORIGIN

NATURE COF PROGRAM

TIME OF STATICN
IDENTIFICATION

ANNOUNCER

COMMENTS

The timc the program or announccement was ON and OFF the air --
to be cntered in hours, minucs and scconds.

The title of the progrom. “then announcomentor time signal,
indicate as such, Titlc on all loeal origimations to be typed
in capitols, Tho titlc and all othor ontrics for local com=-
morecial progroms, spot amnouncoments, and time signals arc to
be typed in red, The names of guosts (and their titles)
appoaring on all local and nctwork criginations arc to bo
listed under tho program titlec with the time mnd order of their
appGaranco, :

List, as nome of sponscor, the most familiar and acccpted namc,
This is required for both nctwork and local sponsors, The
names of all local sponsors arc to be typod in red, The time
ond dwation of commcreials crc fto be typed in this column
bolow the namo of the sponsor., This applics to the commercial
portions of all live and participating programs.

This just requires a check {x) that the propgram was ammounced
as sponsorcd. All commorcicl announcomcnts must be chocked.

These columns require chocks as to «the proper originatioen, If
local studio, check "Local"; if from NBC, chock "Notwork"; if
from romotc loeal point, chock "romotc", and typo origination
point under PROGRAII TITLE, If criginatod to the nctwork,
southoast, or individual stations, type "To " in the
origin columns, "

Under TYFE usc oll the nceossary initials from the Logend to
indicatc thc complotc chnracteor of the program. Chook cxactly
whether records or trunscriptions. YNo cheek in oither of
these columns would moan the progrom was cntircly live, In
the last column indicote cxact time the transeribed announco-
mont Wwas made, E

Eator tho cxact beginming time idontification was mado,

Your name

Under comments cntor all comments regarding breooks on programs,
failurcs, fills rcquired, cbe, Undor Politieal Sposkers, an
ontry is requircd only vhen the time is paid for by a candi-
datc, an individual, or orgonization, whose purposc it is to
influcncc tho listonerst vote for an individual or an issuc.
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GENERAL

1.

2

Je

L

5e
6

Te

8.

e

10,

Qut-ins and fecds to network or othor points only arc to be boxed as has
becn our practice in tho psst, All information is to be entered as though
it were a local progrom.

Station Identificntion =~ Whon commoreial, thesc arc te be onteored the
samo as if they worc commereisl programs, . That is: CHESTNUT FARNS TIHE,
cte, Thon sustaining, entor undor Program Titlc the ecapitcl lottors

SI followod by the proper doseription, such as, SI THIE; SI WRC
PROLIOTIONAL; SI RED CROSS.,

then o station brock is misscd, log the timc ond immodiately bolow it,
type Mfisscd", Entor also under COMENTS.

For announccmcnts, the time ON is rcquircd, plus the nobotion {1 min)
(30 scc) or its approximnto longbh,

Coweatehors and hitchehikes are to be loggod separately on local showss

hecurate timings of announcements on nctuork parbicipation programs
must be cntored,

Programs broodeast by delayed tronseription arc to bc cntered with
"dolayed broadeast" following tho titlc.

Nows bullotins and flashos must be ontcrod vhen shows aro interrupbed,
Indicate naturce of fiash,

Whwon a progrom is joincd, type "J" proceding the program titlc.

Do not makc up log in adwvence, and do not fzil to sign in longhand ot
ond of day's schedulc,
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4 FEW DO'S LND DONT?!S
DO«

Check with the Master Confrol Desk before any assignment which might be construod
os uausucl, Master Contrel will znswer any technieal questions cbout switching,
but consult them in adwvancel Remember, your cengineer con make or broak your pro-
gram, 50 850G Thot ho 18 Tully awarc of all that is reguired of him -=- ho is not

o mind~-rcader,

Chock your copy in advance when you come on a shift. If you find any copy missing,
consult the proper authorities, cithor the Sales Department for cormercial copy,

or the Program Manager's office for sustaining-type announcements. During tho
ovening, when sales ond program officos arc normally closed, consult the Fight
Program office in Room 213,

Read no copy not containing the approval stamp of the Combinuity Locoptanco Dopart-
mont. Do not alter or chenpe commoreianl or nows copy without propor consultation
with those in charge of thosc departnontse.

Pull your rocords-or transcriptions, both music end commercial, in advoneo of
your program, Don't expcet the ongincer to pull thom for you. .nd more important,
e,

be surc you re-filc thosc records and transcriptions aftor brocdenst. You are
rosponsible for thoir re-filing.

In cascs of omorgoney whoro o loenl musieal "£ill™ is roquired, sclceet from the
group of standby rocords and transcripvions in the bin-on the ongincor's side of
Studio "O", i tally shoaot of titles clearcd for standby will be found in the
loosoloaf book in Studio "O",

Lnnowncors will, st tho conclusion of thoir day's shifts, sign their deily work
shoot indicating their hours on duty that day and also their commcreial work
information,

DON'T .

Don't clutter up the studio floors, tables cnd furniburce with misccllancous papors
and cigarcttc butts. It's to thce componyts adveantage to clways presont the best
possible appocarange of tho studios and corridors to visitors,

Dont't wandor too far from your studio vhon you are thoe standby announcer on duty,
Romemboer, you ore¢ rosponsible for any cnd all announccmonts, whether of omergoney
naturc or otherwisc, Copics of samplc cmorgeney ammowncements will be found in
the looscloafl book in Studio "0V,

Don't mako othor membors of the cost of o givon show ncerwous by showing anything
clsc but oubward calm whon you arc tho announcer assigned to o studio program.

Show tint you are confidont, bo diplomatic with strangors on the program, and
courtocous at all timos. Many progrems have beoen ruincd booausce visiting guests arc
not made comportablce ~- amd ofton it's the announcer's fault,

Don't fril to log cach and cvery progrom on which you opucar in tho snnouncorst

log in Studio "O", Don't cxpoct othors to mako your log ontrios for you. Com-
plote logging instructions will bo found in the loosclenf book in Studio "oM,
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