	MIRAMAR COLLEGE A/V DEPARTMENT
STUDIO PRODUCTION REQUEST FORM
Please submit form(s) to C403-Audio Visual Department at least 3 DAYS IN ADVANCE
Please be advised that Requestor is responsible for providing any required supplies/materials 
For any questions, please call  (619) 388-7317 or email at avmira@sdccd.edu


	Name:      
	Today’s Date: 
	Date Needed: 
(no fewer than 3-days from TODAY)

	Department: 
	Phone:      
	Email: 

	Services
	Format (Circle)
	# Orig.
	# Copies
	Description of Production Requested/Labeling Instructions

	Audio Duplicating
	CD / Cassette
	
	
	

	Video Duplicating
	DVD / VHS
	
	
	

	Video Editing
	DVD / VHS
	
	
	

	Photo Editing
	JPEG  / GIF  / TIFF / PNG / Bitmap / PDF
	
	
	

	Off-Air Videotaping
	DVD / VHS
	
	
	

	Photo / Picture Taking / Scanning
	JPEG  / GIF  / TIFF / PNG / Bitmap / PDF
	
	
	

	Format Conversion
	VHS to DVD
	
	
	

	
	DVD to VHS
	
	
	

	
	Cassette to CD
	
	
	

	
	Other:
	
	
	

	Other 
	
	
	
	


Please Check One (Required):
· This is copyright protected material and I have attached written permission/photo release from the legal owner which clearly states authorization for the scope of this production request.
· I certify this media is comprised of my own original material and I give permission for this production request.  I have included labeling instructions above.

· I certify this media is an original live recording of student performance / faculty lecture.

· I certify this media request falls within the definition of Fair Use.  I have checked the corresponding box on the back of this form and will comply with all guidelines.
	I understand the Miramar College Audio Visual Department does not modify or duplicate any media material that is copyright protected   (Title 17 U.S. Code) without the proper permission documents on file.   I am aware of copyright guidelines and I have determined there to be no copyright infringement in connection with this production order.  In requesting the Audio Visual Department carry out this production order, I assume full responsibility for infringement of Copyright Guidelines of 1976, Public Law 94-553, Section 107 and absolve Miramar College or any of its employees from such responsibility.

Instructor signature________________________________________Today's Date_________________



[image: image1.wmf]( Fair Use Checklist
For scholarly or teaching purposes, it is permissible to use some copyright protected materials if the “inspiration” for such use is so spontaneous that it would be unreasonable to expect a timely reply to a request for permission.  

Be advised: CONTINUED AND FUTURE USE REQUIRES PERMISSION.

Audiotapes, CDs, Videotapes, DVDs
The contents of any media to be duplicated must be clearly stated on the label. If contents include copyright protected material it must also include credits (e.g. author/title/date/source/etc.) and copyright notice.
Commercial Recordings
· Request is to excerpt and duplicate a single copy of a small portion for scholarly or teaching purposes. This request does not to exceed 10% of the entire work.

Off-Air-Taping

· Request is to record a broadcast program for scholarly or teaching purposes.  I understand I may use it once for each class, and that it must be shown within 10-days, and erased by 45-days of the day it was first recorded.  Request does not include multiple, combined or merged programs.

Pictures

[image: image2.wmf]Copyright protected pictures to be duplicated must include credits (e.g. author/title/date/source/etc.) and copyright notice.  This can usually be accomplished by copying the title page of the book where the picture was published.   
· Request is to copy/scan of ONE picture/chart/graph/diagram/cartoon/etc., for scholarly or teaching purposes. Limit; one, per work.  (Copying/scanning more than one requires prior permission.)

Photographs

Contents of any photograph to be duplicated must be clearly stated (who/what/where/when). If photograph is copyright protected it must also include credits (e.g. photographer/studio/date/source/etc.) and copyright notice.  This can usually be accomplished by copying the copyright notice on the photograph.
· Request is to copy/scan of ONE copyright protected photograph for scholarly or teaching purposes. Limit; one.   (Copying/scanning more than one requires prior permission.)

[image: image3.png]



· Request is to copy/scan photo(s) which includes broad images of people in public spaces.  There are no individual photos or personal portraits which would require a photo release.  There is no intention of commercial benefit.

· Request is to copy/scan photo(s) or portraits of specific individuals.  I have attached a signed photo release from each subject.

Additional resources to further describe Copyright Guidelines and fair use are available in the Library.

