R TV QUALITY CONTROL FORM
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PERFORMANCE REVIEW


	Client:
	Project:
	Due Date:

	
	
	

	
	
	
	
	
	

	R TV Member's Name:
	
	
	
	
	

	
	Last
	First
	MI
	
	Department

	Date Project was Completed:
	
	

	Supervisor Completing This Form:
	
	

	Date Quality Control was Completed:
	
	

	
	
	


Listed below is a checklist to ensure that the project was completed to the client’s specifications.  Before sending out a project a supervisor must complete this form and attach it to the work order.

Part I – Project Assessment
Please review the following requirements and make sure each is complete and correct.
FACTORS 
1. Spell/Grammar Check – Make sure each word is spelled correctly, pay special attention to names.  Please check for grammatical or punctuation errors.  In addition, please double check for missing/additional copy, etc.
Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Text – Is the text title safe?
Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Check Scopes/Audio Levels – Make sure that the video is broadcast safe and all bars are set up correctly.  Make sure the audio levels are correct.  If you are not sure how to set them up please ask someone.
Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. FCC / Rollins Approved - Is show offensive in anyway? Is the college or any of its faculty/staff/students depicted in a negative way?
Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. Time Code- If there is video check for correct time code information.
Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Ratings & Logos – Does the project need to have an EI, TVY, PG, etc. logo?
Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. Legal Line - Does the project have all the correct legal line, copy write information, etc. ? Check for ® ™ © logos

Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. End Credits – Does the project have all the correct credits information?

Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
9. Other – Anything else that has to be taken into account?

Concerns/Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
R TV BACKUP
1. Backup - Is the project backed-up on the server/another drive? Did you make masters for R TV’s library?
Concerns/Comments: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Labeling – Does the project have the correct label with the project name, client name and date? Was the project assigned a barcode number and is it in the system?
Concerns/Comments: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Storage – Make sure when project is complete all betas, videos, etc. are stored in the library or returned to the client. Do not leave unlabeled videos / betas in edit suites.
	Concerns/Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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