Educational Communications Podcasting Request Form
Contact & Billing Information

	Contact:  
	Event Date: 

	E-mail:  
	Phone: 

	Department: 
	Mail Code:  

	Alias:  
	FAID:  

	Dept Mgr/Podcast Approver:
	Title:

	E-mail:
	Phone:


	REMEMBER: A podcast is a downloadable file, and EdComm requires the pertinent department manager’s email approval to post the podcast to iTunes U. Please copy the approver when emailing the request to EdComm. An additional approval and release form will be required from all lecturers and presenters.

	


Title of Program 

	


Presenter 
Audience (mark one)
NOTE: Please mark selections with “x”           
	Private (password-protected)
	

	Public
	

	Sakai (registered student access)
	

	PLEASE NOTE: If you select private, you will receive a username/password for that podcast, which you will then distribute to the people you want to grant access. If you select Sakai, the student’s Sakai username and password is used to access the podcast from the course materials posted in their registered classes.


File Format (mark either or both)            
	QuickTime audio (.mp3)
	

	QuickTime audio/video (.mpeg4)
	


Department Category (highlight one)
	Healthcare
	Education
	Research
	Outreach
	Administration

	Grand Rounds
	School of Dentistry
	Basic Sciences
	Centers & Programs
	President’s Office

	Continuing Med. Education
	School of Medicine
	Centers & Institutes
	Community Education
	Support Services

	Health Topics
	School of Nursing
	
	Healthcare Information
	OHSU Foundation

	Hospital Depts. & Clinics
	College of Pharmacy
	
	Workplace & Health Services
	News & Events

	
	Academic Technology
	
	
	

	
	Library
	
	
	


Podcasting Source (mark one)
	Media (VHS, SVHS, miniDV, DVD, CD)*
	
	

	File (.rm, .wmv, .flv)*
	
	

	Videoconference (Note room location)
	
	Location:

	Videotape (Complete information below)
	
	

	Connected Rooms (OHSU Auditorium, UH8B60, BICC124, SON 144)
	
	Location:


* Media conversion charges may apply
Video Tape Event (mark item to the right)
	  YES
	
	   NO
	 
	   VHS
	
	 SVHS
	
	  DVD
	


Requirements (“x” = you, the client, certifying that the requirement is met)
	
	Yes
	No

	Meets OHSU standards for video content and quality
	 
	

	Meets HIPAA standards and requirements
	 
	

	Copyright(s) have been cleared
	 
	

	All speakers have given consent
	 
	

	No commercials
	 
	


Email this form to:  edcomm1@ohsu.edu
	Ed Comm use only
	
	
	
	

	Tech Name
	Date Received
	Date Completed
	Channel URL Assigned
	RSS Feed URL Assigned
	Username/password

	
	
	
	
	
	




















Effective March 2009


