TECHNICAL ANNEX B of Annex 11
Typical workflow for the coverage of a Ministerial meeting at the Council

The workflow schemas for Ministerial Council meeting and European Council both refer to the organisation and distribution of tasks and duties between
the staff, from production to newsroom management (both technical and editorial) to editing and video files processing up to the publication on the

distribution platform website.

Backoffice Producer and Planning:

Creation of reference (MM) Number in the data base (MM) tool by the
Backoffice Producer. | __—"| Backoffice CMS preparation:
\

Backoffice Producer:

In cooperation with the Planning department. Media entries, ref (MM) nr + other MD
* What to mention in Planning tool:

MM nr MUST BE MENTIONED, Keywords, Video Description, EbS
number if any

Media Manager:

_ Creation of Production and Program folders,
Production crews: in Cinegy Portfolio ‘Jobs to do’.

Creation in Cinegy of Sequences with mandatory
metadata fields to fill in:

Topic (dropdown), EbS number (from Planning),
MM PROGRAM REFERENCE, Event (dropdown)

Producer, Cameramen, Sound engineers

i SDI Video signal or P2 camera

Media Manager:
operating of Cinegy Capture channels, capturing
P2 cards or other supports A

Editor: editing, with duplication of sequence Media Manager Archive task via Cinegy:
if there are several parts of the broaram. - CHECK/ADD ALL METADATA
- QC
- Place Production Folder in corresponding
When edit is OK for publication, the editor launches the compression thematic Portfolio

by sending the sequence to ‘Send to job folder’.
Supervision of compression by the Media Manager.

“ When compression is finished:
the Media Manager informs the Backoffice

Arrival of video files via ftp at the CMS of the distribution platform | Producer that compressed files have arrived.
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Backoffice Producer:
Publication of videos on the distribution platform




