TX TIME & DATE                      TITLE                       rX time & date


(MAXIMUM 3 WORDS)











“introduction in capitals AND DOUBLE SPACED SO PRESENTER CAN MAKE ALTERATIONS WHEN AND WHERE NECESSARY. INTRODUCTION SHOULD BE NO LONGER THAN FOUR LINES – TO GIVE MORE OF A ‘LIVE’ FEEL IT MAY BE APPROPRIATE TO WRITE THIS AS IF THE RECORDING IS ACTUALLY LIVE





TAPE IN:  “The first words on the tape go here….. ”


DURATION: of the tape in minutes and seconds up to 10 mins. max. 


TAPE OUT: “…..the last punch packing phrase on the tape goes here.”








OUTTRO FOR THE PRESENTER WHICH SHOULD INCLUDE CREDITS FOR WHOEVER DID THE PIECE AND A RECAP OF ANY IMPORTANT INFO. SUCH AS PHONE NUMBERS OR NAMES/ROLES OF GUESTS/INTERVIEWEES – PLEASE MAKE IT AS SHORT AND SNAPPY AS POSSIBLE


In addition please also make sure the minidisk or tape is clearly labelled with track number and the same title as at the top of this cue. Please record ‘as live’ wherever possible. This means making it clear to any interviewee that there will be no opportunity to edit – so if there are any mistakes press on – make a joke at your own expense to explain any hiccups – please don’t blame guests or the equipment. Interviewers retain copyright on all works granting a licence to BBC for unlimited use.


RADIO CUE  - FEATURE TEMPLATE          -         BRISTOL BROADBAND CO-OP





RADIO CUE  - FEATURE TEMPLATE        -         BRISTOL BROADBAND CO-OP











