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REMOTE HOST SITE

ESTIMATED COST OF TECHNICAL EQUIPMENT: between $6,500 - $11,750

A satellite dish and receiver will be installed the first year at each location and will be paid for by New Baptist Covenant 2 (NBC2.) The host site will have up to two (2) paid visits with a LM pre-arranged and approved satellite installer.  If more than two (2) visits are necessary,  pre-approval is required from LM’s technical director, Joani Livingston, otherwise the host site is responsible for additional charges incurred.  It is essential that this dish stays installed and in place throughout the year to prevent additional expenses for the host site. 

Host site will provide power in auditorium for projector used for satellite reception/projection at their expense.

LM will make arrangements for a main stage rental center screen and projector at each host site location.  Any exceptions to this must be negotiated in collaboration with LM and host site.  Host site is responsible to oversee setup and strike of both the projector and screen with adequate personnel (usually 6-8 people for screen), which includes proper care of screen and shipping back as per instructions provided. 

Equipment will be sent to all locations for the production of this event. Host site is asked to care for this rental equipment as if it were its own.  Loss of equipment, parts or repair of equipment that is broken while in the care of the host site will be charged back to host site. If significant damage occurs to either the screen or projector while in the care of the event location, the host site is responsible to cover damage/replacement cost.  Also, if any of the equipment required to be shipped back is lost, the host site is responsible for replacement cost.  

The production booth at host site will need to provide two computers with Internet access at host site expense.  One computer is for the web stream (the back up plan) in case the satellite signal is lost.  The second computer is for the producer and technical director to participate in the online chat room where continual updates are given and cues are called. 

During the week of the NBC2 event, the technical and production staff days will begin Monday with equipment set-up and testing (time to be determined.) Expense (if any) for additional production and/or programming cost will be incurred by host site and not passed onto LM.  

Mandatory test feeds – pre-event satellite test will start in August on various dates up until the event.  Technical Directors are required to participate in order to test the signal and equipment.  Tests are mandatory unless otherwise noted.   A testing schedule will be provided in the summer.  

The week of the event there will be a live broadcast test on Wed, November 16, 2011 – in both the early afternoon and early evening (EDT).   All TDs and producers are required to attend and must have all gear set up and ready to go by test time on Wednesday.
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PRODUCER
Primary Role: To own the Room

· Prepare the host pastor with programming

· Facilitate the stage design and look

Responsibilities Before the Event
· Participate in live test feeds (September, October & November)

· Participate in Conference Calls (June, August, September, October x2, November)

· Work with Pastor to determine Host/Emcee for the conference

· Meet with Technical Director to make sure event is on track

Create the Atmosphere for Each Session
· Select walk-in and walk-out music that compliments the tone of the session.

· Confirm room readiness for opening doors (stage ready, auditorium picked up…)

· Coordinate with head usher/facilities manager on session start times (announcement in lobby, dip in lights…)

· Monitor houselights based on programming

· Advise the host pastor on the tone of each session; help them be aware of time limitations

· Review announcements with host/emcee; encourage them to prepare their comments

· Recruit a runner from your position (in the booth?) to the front row or develop another system of communication

Responsibilities During the Event
· Prep Host/Emcee with scripted and local announcements and changes

· Work with TD on final look and feel

· Set for walk-in

· Take cues & report issues from Joani in chat room 

· Develop contingency plans with the Technical Director for loss of satellite feed

Post Responsibilities (November)

· Assure all paperwork is returned to NBC2
· Assure all photographs are uploaded within a week following the event
Role Requirements and Knowledge

· Able to devote a minimum of 8-12 hours per week planning from June-November
· Able to devote Monday-Friday during the week of NBC2 event
· Outgoing, with strong relational and leadership skills
· Able to comfortably work with people at all hierarchical levels
· Able to identify and recruit the right team members and lead them 
· Organizational skills—able to complete numerous tasks and meet deadlines
· Computer/Internet savvy, especially fluent in MS Word and Excel
TECHNICAL DIRECTOR

Primary Role: Own technical quality of all technical areas - audio, lighting, video, stage management, scenic and IT C

Work with Producer
· Work in advance with the Producer, asking questions to ensure that what he/she envisions is what can be done technically.

· Support, supplement and implement the vision from start to finish

· Have a solid relationship with Producer with open lines of communication.

Responsibilities Before the Event
· Work with LM’s local satellite provider for installation of dish and receiver

· Get technical specs to LM to order proper rental screen and projector from approved vendor

· Work with LM and your IT person to install needed applications and prepare for web stream backup

· Solidify stage design team and get designs and supply list to them

· Talk through sessions with volunteers re: lighting, audio, slides

· Lead Set-up and line check during run through

· Have back up systems prepped and ready

· Participate in Conference Calls (June, August, September, October x2, November)

· Have gear set-up before Monday of conference week

· Participate in live test feeds (September, October & November) 

Responsibilities During the Event
· Lead tech team - call times (allow plenty of time to power up systems and test them.)

· Sound check

· Follow lighting & audio cues in Chat room

· Work with Producer on final look and feel

· Set for walk-in - Producer call

· Report "feed" issues to Joani in chat room

Post Responsibilities (November)

· Assure all borrowed equipment is returned within the week following the NBC2 event
· Assure all returning shipments are shipped the Monday following the Conference
Role Requirements and Knowledge

· Able to devote a minimum of 8-12 hours per week planning from June-November
· Able to devote Monday-Friday during the week of the event 
· Outgoing, with strong relational and leadership skills
· Able to comfortably work with people at all hierarchical levels
· Able to identify and recruit the right technical team members and lead them 
· Organizational skills—able to complete numerous tasks and meet deadlines
· Computer/Internet savvy, especially fluent in MS Word and PowerPoint
· Live video production savvy, to be able to quickly troubleshoot any issues related to satellite, projector, internet streaming, audio

