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	COURSE NAME AND NUMBER:       

	PROD. #:       
	PRODUCTION TITLE:       

	DIRECTOR:       
	PRODUCER:       


INSTRUCTIONAL SUPPORT NEEDS

	Instructor:       
	Phone #:       

	Teaching Assistant:       
	Phone #:       


	DAY & DATE
	TIME
	EVENT/LOCATION

	     
	     
	     

	     
	     
	     

	     
	     
	     


FACULTY INSTRUCTIONS:  

Please fill out the information necessary to support the specified class or event with the appropriate materials, equipment and personnel.  This form should be turned in to the Production Office.  If the form is not completed and turned in at least 48 hours in advance of the specific date needed, we cannot insure that the material(s) will be ready, or that the equipment available.  Faculty are responsible for assigning personnel (student support).

STUDENT INSTRUCTIONS:

Students will be assigned production support assignments by their instructors.  Students are responsible for confirming equipment availability with the Production Office at least 24 hours in advance  of specific need.

Equipment can be picked up from the Production Office 15 minutes before class begins unless other arrangements have been made.  Teaching Assistants are encouraged to come to the Production Office to familiarize themselves with the equipment.

INSTRUCTIONAL MATERIALS NEEDED (Attach additional sheet if necessary):


ITEM:  Video Tape / Laser Disc / DVD


PHOTOCOPY?  Y / N

AV EQUIPMENT ITEM(S) NEEDED (Attach additional sheet if necessary):

	1.       
	5.       

	2.       
	6.       

	3.       
	7.       

	4.       
	8.       


SPECIAL INSTRUCTIONS:

	     

	     

	     

	     


	Submitted By:       
	Date:       

	Student Signature:  
	Date:       

	Production Office Approval:  
	Date:       
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SCHOOL OF FILMMAKING


1533 S. Main Street 


Winston-Salem, North Carolina  27127














