Submission Form to Add Original Productions and Recorded Events to the Library’s Physical and Online Collections

Please enclose the following items in an envelope and send the entire packet to:

The Gelardin New Media Center, Lauinger Library
· This form, filled out by the parties indicated in each section
· The Video/Audio/Photographic Release Form (attached)

· The tape(s) or DVD(s) of the event

· Any promotional material associated with the event 
	Event and Production Information   (To be filled out by sponsor)



Title of event, video, or audio ______________________________________________________ 

End product (circle all that apply): 
Audio file on CD     Audio file on Web     Video on DVD     Video on Web

Alternate title(s) ________________________________________________________________

Date/time of event or production   __________________________________________________
Place of the event _______________________________________________________________

Name & title of speaker(s) or credits associated with the video/audio _______________________

Title/subject of lecture(s) _________________________________________________________

Is this event/video/audio part of a series or course? _____________________________________

GU group sponsoring the event/faculty member teaching the course________________________
Additional comments or description _________________________________________________

	Access and reproduction restrictions (To be filled out by sponsor of the event)


Were release forms signed by the speaker/major characters in the video? Yes    No
Are there any restrictions on the access of the material? Yes    No
If yes, what kinds of restrictions are there? ___________________________________________


Are there any reproduction restrictions?  Yes    No

Should an access copy be available from the Gelardin New Media Center?  Yes    No
Do you want this asset available on the University’s Online Media Service?  Yes    No

· Can the asset be downloaded?  Yes    No 
· Can anyone in the world access this video/audio?  Yes    No
· Would you like the video/audio restricted only to those with a GU NetID?    Yes    No
· Would you like to asset restricted to a specific course? ___________________________
How long should the asset be accessible from the Web?  _______________________________

Additional comments or instructions_________________________________________________
	Archives Information (To be filled out by sponsor of the event)



Should an archival copy be available from the University Archives?  Yes    No
Should the raw footage be archived?  Yes  No

	Additional Video Editing Information  (To be filled out by sponsor of the event)


What information would you like to include for opening and closing credits?  Please refer to the first page of this form.

Are there portions of the tape that should be removed from the final version?  Please provide details:

Please attach any additional instructions or materials for the editor, including storyboards or images (on a CD or in an email to gelardin@georgetown.edu) that should be used for branding purposes in the video or on the DVD.
Who should the editor contact with questions or to schedule a meeting?
	Technical  (To be filled out by individuals responsible for recording and encoding)


Production credits ______________________________________________________________
File size ______________ Length of recording __________ Format of original ______________

Encoding Standard/Compression codec/Bitrate ________________________
	Additional Cataloging Information  (To be filled out by cataloger)


Local call number 

Subject heading(s)

Content note 

Summary 

Additional physical form available 

System details 

Language 

Physical units 

Physical details 

Dimensions
