National Sun Yat-Sen University
Center for Teaching and Learning Development 
Application Form for Digital Shooting of Audio/Video Teaching Materials
	Title of Teaching Materials
	

	Recording Time
	___:___, MMDDYY
	Place
	

	Applying Unit
	
	Applicant
	Name:

Phone:

Email:

	Services

(Multiple choice)
	□Digital Recording
□Editing     

□Duplication
□Uploading

	Applying Unit
	Handling Unit

	Applicant
	Unit Head
	Handling Personnel
	Unit Head

	
	
	
	


1. Basically, we offer digital shooting service for audio/video teaching materials on the condition that no shooting in the classroom is conducted for other courses receiving subsidies for digital/open courseware at the same time.
2. If you want to apply for filming service, you need to fill out the form, have it signed by the director a week before the use date, and then wait for permission from the center. To apply for the digital shooting of audio/video teaching materials, the application form must be completed and signed by the head of the teaching unit and sent to the Center for review and approval one week before the shooting.   

3. Please list the needed services in the column. Consumables such as discs shall be provided by the applying unit. 
4. The enclosed "Open Courseware Authorization Form" means that the applying unit or teacher agrees to upload all digital audio/video teaching materials to the open courseware area on our website. Please give the authorization form to the teaching assistant of the Center after the recording so it can be handed over to the Center for reference.   
These guidelines are enacted in Chinese, which shall prevail in case of any discrepancy between the English translation and the Chinese original.
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