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	EDUCATION TECHNOLOGY UNIT
FACULTY OF EDUCATION
THE CHINESE UNIVERSITY OF HONG KONG
	

	Production / Technical Services Form


	Applicant :
	

	Tel. No. :
	

	Email :
	

	Dept / Unit :
	


	Student use only
	Student No. :
	
	

	Supervisor/

Staff-in-Charge :
	
	

	Signature :
	
	

	
	
	
	


	Purpose :
	□ Teaching / □ Research / □ Special Function
	
	
	UGC Funding

	Course Code :
	
	Project code / Cost Centre:
	
	
	Yes
	No

	Course / Project / Function Name :
	

	Recipient(s) of final products :
(e.g. Photos or Video files)
	
	(required)


[image: image1]
	Date
	Day
(Mon, Tue....)
	Time
	Location
	Remarks

	
	
	From
	To
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Select(()
	Requested Service
	
	Qty.
	Requested Equipment and Setup

	
	Micro-teaching  (Camcorder & tripod)
	
	
	Microphone (w/ cable)
	  
	

	
	Video-shooting  (w/ Simple editing)
	
	
	Wireless microphone
	Clip (  )
	H/H (  )

	
	Photo-taking / Photo-Retouching
	
	
	Microphone Stand
	Table(  )
	Floor(  )

	
	Audio recording
	
	
	
	
	

	
	Editing / Conversion
	Video /Audio*
	
	
	
	
	

	
	Video Conferencing
	
	
	
	
	

	
	
	
	
	
	
	


*No service will be provided for copyrighted materials
	Additional Remarks :
	


	*Note:
	All requests are on FIRST-COME-FIRST-SERVICE basic
	
	Signature :
	

	
	7 Working days’ advance booking is required for technical support
	
	
	

	
	3 Working days is required for duplication of 1 master to 3 copies
	
	
	

	
	
	
	Date :
	



	Materials
	Qty.
	Collected By
	Date
	
	OFFICE USE ONLY

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please return the completed form to ETU office at Rm 105, Ho Tim Building.  Tel : 39436909  Fax : 26036129
This form is available at http://www.fed.cuhk.edu.hk/etu/forms.htm
V.13008
