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|. CLC-TV Description and History

CLC-TV programming is available to Las Cruces residents on a continuous
basis on Comcast Cable channel 20. CLC-TV was created through a franchise
agreement with Comcast in 1999. The channel became operational in
February 2003 on a channel share basis with Comcast. At that time, only live
city council meetings were televised on channel 5. In 2005, Comcast dedicated
channel 20 as a full time channel. Since then, CLC-TV expanded programming
and operates on a full-time basis. In 2007, CLCTV.com began operating,
expanding the TV channel's capabilities to a much wider audience. Anyone in
the world is now able to view all of these programs with the click of a mouse!

lI. CLC-TV Mission and Objectives

CLC-TV is operated by the City of Las Cruces Public Information Office (P10)
and cablecast from studios located at City Hall via Comcast. The channel’s
main objective is to provide information to the citizens of Las Cruces
concerning operations, programs, activities and services of City government.
The channel may also provide programs concerning the operations and
programs of other governmental agencies and educational institutions.

lll. Operational Procedures

A. Cable Franchis e Agreement

Under the franchise agreement between the City of Las Cruces and
Comcast Cable, CLC-TV is designated an education/government (EG)
channel. It is not a public access channel and will not accept or televise
any programming outside the parameters of EG. Comcast provides use of
the CLC-TV channel at no cost to the City of Las Cruces.

B. Staffing

Only two full-time media production specialists from the City’s Public
Information Office operate CLC-TV on a 24/7 basis. Duties include:

* Pre-production

* Production

* Post-production

* Live broadcasts

*  Programming

* Equipment technicians

* Graphic design

e CLCTV.com webmasters
The City’s media specialist assists as a writer, producer and on-camera
talent.



C. Channel Designation

CLC-TV is cablecast on Comcast Cable channel 20 in Las Cruces, NM.
CLC-TV can also be watched online at CLCTV.com

D. Modes of Broadcasting

1. Live Broadcasts

Consists of public meetings, forums, events, press conferences and
emergency alerts that are broadcast live.

2. Tape-delayed Broadcasts

Consists of public meetings, forums, events, press conferences and
emergency alerts that are videotaped for broadcast at a later time.

3. PIO Produced Programs

Programs produced by the City’s Public Information Office, including
magazine style news shows, interviews, public service
announcements, documentaries, etc. These programs mainly deal with
City government related issues.

4. Outside Source Programs

Programming produced by an agency outside of the City and focuses
on local, state, county and /or federal government issues, educational
issues and related interests or concerns to the community at large as
determined by the City’s Public Information Office.

5. Bulletin Slides

Announcements, calendars and other items of interest to the citizens
via static bulletin board. This programming is provided everyday in
conjunction with regular programming.

6. Online

Most programming produced by the City’s Public Information Office is
viewable on-demand on CLCTV.com including archived city council
meetings along with interactive agendas. CLC-TV is also streamed live
24/7 on CLCTV.com.

E. Outside Pre-Produced Programming

CLC-TV is not the same as a “public access” channel. The City’s Public
Information Office will consider accepting programming for broadcast from
outside agencies to include local, county, state and federal governments,
government-funded educational institutions and government funded 501c3
organizations. The submitting agency is responsible for all copyright
clearance and release issues pertaining to the program. All programming
must meet minimum technical and broadcast aesthetic standards and
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submitted in the proper format. (Refer to section F - Quality Standards and
section G - Media Formats).

1. Public Meetings , Forums, Events, Press Conferences

The City’s Public Information Office will consider accepting pre-
produced start-to-end meetings, forums, events, press conferences,
etc.

2. Public Service Announcements

The City’s Public Information Office will consider accepting 15, 30 and
60-second pre-produced video public service announcements for
rotation on CLC-TV.

3. Programs

The City’s Public Information Office will consider accepting pre-
produced documentaries, magazine-style programs, live events, talk
shows, etc.

4. Bulletin Slides

Static, billboard-style slide shows. CLC-TV utilizes a system that allows
users to create and upload content from their own Windows PC to be
place on rotation on CLC-TV. (Contact the City’s Media Production
Specialist-Senior, Adrian Guzman for instructions)

F. Quality Standards

Outside programs wishing to be aired must meet minimum broadcast
quality standards that are determined by the City’s Public Information
Office. (Refer to section IV,A — Broadcast Quality Criteria)

G. Media Formats

All submitted programs must meet NTSC standards and must be
submitted in one of the following formats:
* DATA File (MPEG2, MOV, AVI, or WMV) on DVD, CD or Flash
Drive.)
* Authored DVD
* MPEG2 DATA file is preferred for programs over 1 hour, but not
required (Refer to section IV,B - MPEG2 Encoding for CLC-TV).

Do not submit master-copy, media WILL NOT be returned.



H. Endorsements

1. Product Placement

At no time will CLC-TV endorse specific brand names of products for
consumer use or promote any businesses by intentionally showing their
business or logo for promotional purpose.

2. Elected Officials

When a city or any other elected official of a government body appears
on CLC-TV, staff will strive to offer the same opportunity to all city
councillors, or the specific governmental body to appear in the
same/similar program. Ceremonial heads of government including but
not limited to the mayor, the governor, district attorney, chief judge are
exempt from these guidelines. All city councilors have the to opportunity
to appear on “Councillor’s Corner” produced by the City of Las Cruces
Public Information Office. (Refer to Section K, 2(d) for more information)

3. Elections

CLC-TV will not televise any candidate running for elected office from
the official date of candidate certification until that election is concluded.
This does not include candidates appearing on CLC-TV for public
meetings, forums, press conferences or debates.

I. Use of City Equipment

Use of City-owned video and related production equipment shall be
restricted to City activities by Public Information personnel only. Loaning of
equipment for other City departments, personal or outside agency use
shall not be authorized.

J. Duplications

1. CLC-TV Programming Duplication

All programs produced by the City’s Public Information Office are
available for purchase for $20 per copy. All copies will be on DVD-R
format only. Request and payment must be completed in advance.
Request forms are available at the information booth inside the
lobby of City Hall, 700 N. Main St. Copies of meetings will be of the
entire meeting. Meetings will not be edited. All archive meetings are
available for viewing online at CLCTV.com for free.

2. Outside Programming Duplication

City departments may request duplications of their own media if it is
for official City business. Guidelines are as follows:

* Source content must be on DVD, CD or portable drive

* Media will be duplicated as-is, the City’s Public Information
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Office will not edit the media.

* Media will be duplicated to DVD-R or CD-R only.

* Bulk duplications require requester to purchase their own
DVD-R/CD-R media with cases and the City’s Public Information
Office is not responsible for labeling.

* The City’s Public Information Office will not duplicate any media
that is copyrighted unless the department obtains written
permission from the copyright holder.

K. Requests for PIO Produced Programming

The City’s Public Information Office will consider producing videos for City
departments or City funded agencies only. Programming produced by the
City’s Public Information Office must be intended for informational use for
Las Cruces citizens via broadcast on CLC-TV or paid advertisements with
limited exceptions. Due to limited staff and availability, make all video
requests as far in advance as possible. (Also refer to section L —
Department Responsibilities)

1. Public Meetings , Forums, Events, Press Conferences

The City’s Public Information Office televises live and recorded Las
Cruces City Council and Planning and Zoning Commission meetings.
The City’s Public Information Office will consider televising either live or
taped meetings, forums, events or press conferences from City staff or
outside government agencies. The following criteria must be met by
the requester:

Must be held in city council chambers

Production request must be placed with the Public Information
Office.

Reserve city council chambers with Building Services.

Work order for audio/computer support placed with the I.T. Help
Desk.

All Power Point presentations must be pre-approved and placed on
the presentation council drive by the meeting organizer. (Please
refer to Power Point Guidelines for Public Meetings or Forums -
Section 1V, B).

Provide names and titles of all speakers to the City’s Public
Information Office at least 24-hours in advance.

Inform the City’s Public Information Office of any media special
needs, such as video/audio playback, wireless microphones, live
phone in, etc.

The meeting organizer is responsible for turning ON & OFF, the
presentation computer monitor and projector.



2. Informational Progr ams

a.

City Beat

Monthly news magazine show focusing on City government. City
Beat premiers the first Saturday of each month and is re-broadcast
multiple times throughout the month. To participate, contact the
City’s Media Specialist, Denise LaFrance-Ojinaga at least four to
eight weeks in advance.

Ask The E

Monthly interview program featuring government/education officials.
“Ask The...” Interview subjects are based on public interest.
However, City departments may request to be placed on the wait
list. To participate, contact the City’s Media Specialist, Denise
LaFrance-QOjinaga .

Know Your City

A three to ten minute magazine-style program that focuses
specifically on City programs, activities and events. This program is
limited in frequency so contact the City’s Media Production
Specialist-Senior, Adrian Guzman for instructions to be placed on
waiting list.

. Councillor !s Corner

A quarterly program that features the mayor and city councilors
giving a video message to their constituents. The message will be
the same as what is provided for the Community Connection’s
Councillor’s Corner. To participate, councillors must have their
information in and be recorded on a date specified by the City’s
Public Information Office. Contact Denise LaFrance for more
information.

CLC-TV Documentaries

These are in-depth feature length productions detailing a community
program, event, or activity. Though topic ideas are always
welcomed, topics are decided exclusively by the Public Information
Office.

3. Public Service Announcements (PSASs)

Video announcements (usually 30 seconds in length) of City-
sponsored events or informational messages about City programs and
services. Due to high demand, PSAs are only produced if air-time is
purchased on cable or network television, movie theaters or any other
paid media outlets. Contact the City’s Media Production Specialist-
Senior, Adrian Guzman for more information

4. In-Service Training

Production of in-service videos will only be considered for training and
education of City employees or newly hired employees. These are
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produced on a very limited basis at the discretion of the City’s Public
Information Office. The City’s Public Information Office will consider the
time availability, importance, and the amount of employees benefiting
from a professionally produced training video. Contact the City’s Media
Production Specialist-Senior, Adrian Guzman for more information.

5. Bulletin Slides

Static, billboard-style slide shows. CLC-TV utilizes a system that allows
users to create and upload content from their own Windows PC to be
place on rotation on CLC-TV. (Contact the City’s Media Production
Specialist-Senior, Adrian Guzman for instructions)

6. Live -to-Tape

Live event, presentation or training that is recorded directly to tape.

These are intended to be long-form programs typically for internal use

and normally not for rebroadcast. These productions are available

immediately upon conclusion. The following criteria must be met:

* Must be held in council chambers.

* Must be less than four hours long.

* Must be continuous — no retakes.

* Must be arranged directly through the City’s Media Production
Specialist-Senior, Adrian Guzman a minimum two-weeks in
advance.

L. Departmental Responsibilities

Departments requesting program development must be willing to assist in
writing and producing the program. The requesting department shall be
responsible for content development and must identify a contact person to
provide necessary information including but not limited to, research, data,
persons, visuals and props to be used for the production. The contact
person must be available to be on-site during production and post-
production as needed.

M. Funding

Most productions are produced by the Public Information Office at no cost
to the requesting City departments. However, talent, props and specialized
equipment may require additional charges.

V. Reference, Guidelines and Instructions

A. Broadcast Quality Criteria

For outside produced programming, all productions must meet minimum
technical and broadcast aesthetic standards as determined by the City’s
Public Information Office. Below are the criteria set forth by the City’s
Public Information Office.



* Video links from digitaljuice.com are provided at the end of the section
for further video tutorials and production tips (must have internet
connection to view).

Video (Exposure / Color Temperature / Focus)
* Video must be properly white balanced to outdoor or indoor color
temperature. *(see the Temperature of Color )
* Video must have correct exposure (not too bright, not too dark)
* Video must have main subjects/objects in focus (unless done for a
special effect). *(see Into the Blur)
Lighting
* Subjects/objects need to be lit properly. No under or over exposure
from artificial or natural light. *(see Light Right & Light my

Background).
Audio
* Audio should be clear and at the proper levels (not too loud, not too
low).

* Make sure you have no overpowering background noises (popping
“p’s”, wind, echoes, lights, mic interference, phones, talking,
automobiles, etc). *(see Preventing Plosives)

* Interviews, natural sound and/or voice-overs should be done on a
separate mic (handheld or lavalier) from the on-camera mic (do not
show handheld mics in the frame). *(see VO Tips and Tricks , Ear
Candy and Sound Advice)

* The on-camera mic should be used to record natural sounds. * (see
Pickup the Right Mic ,

Camera Movement

* Pans, tilts, zooms and off-the-shoulder shots can be dangerous,
and should only be used by experienced photographers. It will
expose an amateur photographer. Use carefully or not at all.

* Unless it helps the shot to shoot off the shoulder, always use a
tripod.*(see Hold it Right There! )

Shot Composition

* Subjects and objects should be placed properly in frame.

* Subjects should have proper headroom, nose room, leading space
and avoid bad backgrounds. *(see I've Been Framed & Creative
Camerawork )

Interviews/ Hosts

* The person being interviewed needs to answer questions, looking
directly at the interviewer/host and not the audience (camera). So
they need to be placed properly in frame.

* The same applies when the host is talking to the guest. When the
host is addressing the audience (viewers at home) then they look at
the camera. *(see Awesome Interviews & I've Been Framed)
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Music

Music shouldn’t overpower a-roll (interviews, natural sound and/or
voice-overs) and should be appropriate for the production.

You shouldn’t have competing voices (narrator and the singer).
Music selected must be copyright/royalty-free, otherwise you need
written permission from the copyright holder to use the music for
the productions. *(see Make Your Bed & Ear Candy)

Transitions

No “jump cuts” or empty frames in the final production.
Transitions should be smooth and clean (unnoticeable).
Use plain edit cuts or dissolves only.

Plan ahead for in-camera transitions and NOT fancy effect
transitions in your editing system. *(see Shooting to Edit)

Text should be clear, bold and easy to read.

Text should have good contrast from background.

Stay away from bright green, pink and red.

Shadows should always be black or gray.

Fonts should be consistent in style, size and color throughout the
production. Keep text short and sweet.

Text must be placed within the safe title area and be placed
properly in the frame.

Duration of the text should be just long enough for an average
reader to read aloud. *(see Faulty Fonts, Good Text-ations, and I've
Been Framed)

Shooting Formats

Timing

Video must be shot on a high quality professional/prosumer NTSC
camera or camcorder.

Must be shot in 4:3 or 16:9 aspect ratio.

Examples of formats to shoot in: DV, MiniDV, DVCam, Beta SP,
DVC-Pro, DVD, HD, HDD, HDV or memory cards (that can shoot in
correct aspect ratios)

Examples of formats NOT to shoot in: VHS, S-VHS, Hi-8, Digital-8,
digital still-camera (video mode), cell phone (video mode) and
memory cards (that can’t shoot correct aspect ratios)

See section Ill,G — Media Formats; to see acceptable media
formats and encodings to submit programs in.

Always time your production to the exact second & frame as
required or asked for if required.

DJ TV Links

Temperature of Color (http://www.digitaljuice.com/djtv/detail.aspx?sid=68)
Into The Blur (http://www.digitaljuice.com/djtv/detail.aspx?sid=48)

Light Right (http://www.digitaljuice.com/djtv/detail.aspx?sid=60)
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Light My Background (http://www.digitaljuice.com/djtv/detail.aspx?sid=71)
Preventing Plosives (http://www.digitaljuice.com/djtv/detail.aspx?sid=50)
VO Tips and Tricks (http://www.digitaljuice.com/djtv/detail.aspx?sid=121)
Ear Candy (http://www.digitaljuice.com/djtv/detail.aspx?sid=98)

Sound Advice (http://www.digitaljuice.com/djtv/detail.aspx?sid=145)
Pickup the Right Mic (http://www.digitaljuice.com/djtv/detail.aspx?sid=90)
Hold It Right There (http://www.digitaljuice.com/djtv/detail.aspx?sid=72)
I've Been Framed (http://www.digitaljuice.com/djtv/detail.aspx?sid=66)
Creative Camerawork (http://www.digitaljuice.com/djtv/detail.aspx?sid=81)
Awesome Interviews (http://www.digitaljuice.com/djtv/detail.aspx?sid=84)
Make Your Bed (http://www.digitaljuice.com/djtv/detail.aspx?sid=100)
Shooting to Edit (http://www.digitaljuice.com/djtv/detail.aspx?sid=150)
Faulty Fonts (http://www.digitaljuice.com/djtv/detail.aspx?sid=53)

Good Text-ations (http://www.digitaljuice.com/djtv/detail.aspx?sid=75)

For any questions contact Media Production Specialist-Senior, Adrian
Guzman.

B. PowerPoint Guidelines for Public Meetings or Forums

Power Point presentations are an essential tool at public meetings and
forums. Many times, however, slides contain either too much information
with fonts that are too small and/or different colors that are difficult to read
on the projection screen in council chambers, video monitors, TV screens
and computer monitors.

When this occurs during televised meetings, the production crew is forced
to cut away from the Power Point and focus on the person making the
presentation. This deprives TV viewers of seeing what is being referenced
on the Power Point.

When preparing Power Point presentations for city council meetings and
work sessions, please follow these guidelines:

* Use an easy to read font like Arial, Helvetica or Veranda

* Minimum 20-point bold font. However, the larger the font the better.

* White font over plain dark blue background works best. Avoid
patterned and/or multicolored backgrounds. Avoid the colors red,
pink and lime green.

* Avoid jamming too much copy on each slide. Use the Power Point
for main points only. Fill in the blanks verbally or with handouts.
Use multiple slides if needed.

* Use bulleted information whenever possible.

* No Excel Spreadsheets. Transfer highlighted financial information
to a Power Point. Use Excel spreadsheets as handouts but Power
Point for the presentation.
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* When presenting, use the full screen mode (key F5).

If you have questions about uploading your PowerPoint presentation
contact |.T. HelpDesk at 575.528.3202

C. MPEG2 Encodin g for CLC -TV

CLC-TV is operated using the Leightronix Nexus video server. All
programming must be uploaded to the server as a special MPEG2
encoding. Though the Public Information Office can encode most formats
received, we request if possible, to submit productions as a MPEG2
encoding (especially if over one hour in length) using the following
guidelines as required by the Leightronix:

* Video Resolution: 720x480 (horizontal x vertical)

* Picture Rate: 29.97 frames per second

* A maximum bit rate of 10mb/s is allowed. Higher rates are not
supported.

* A minimum bit rate of 2.5mb/s is allowed. A bit rate between 4mb/s
— 7mb/s is preferred.

* National TV Standards Committee (NTSC) with 4:3 aspect ratio
required.

* 4:2:0 sampling format required. (Main profile at Main or Low level, <
10 Mb/s)

* IBBP group of pictures (GOP) structure recommended for best
quality (30 frame maximum GOP size).

* 1-10 frames of black video in the front and end is recommended.

* Audio, if present, must be encoded into the MPEG file using Audio
Layer Il (audio & video must be encoded onto one file not two
separate files).

* Audio may be encoded at 32, 44.1, or 48KHz sampling frequency.
We recommend an audio sampling rate of 44.1 KHz for optimal
performance.

* MPEG filenames may contain up to 27 characters (no spaces) in
addition to the required ".mpg" extension.

* Files may be submitted on a disc (DVD-R/+R/RW/DL, CD-
R/+R/RW), or flash drive.

V. Contacts

* Adrian Guzman, Media Production Specialist, Senior
aguzman@|as-cruces.org, 575.541.2026

* Denise LaFrance-Ojinaga, Media Specialist
dlafrance-ojinaga@Ilas-cruces.org, 575.541.2178
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Udell Vigil, Director of Communications
uvigil@las-cruces.org, 575.541.2027

Dominic Aragon, Media Production Specialist
daragon@Ilas-cruces.org, 575.541.2025
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