
 

Digitization Project Form 
Policy for streaming media: 

¥ Two weeks notice required on all media requests. Large volume requests may require              
 more time. This will be determined on a case by case basis. 

¥ Priority for digitalizing will be given to fully online classes. 
¥ For the majority of projects, the streaming will be viewable in the most common type of             

media: Flash Media. 
o Windows Media, Real Media, and Quick Time are available upon request. 

¥ If the project consists of more than 3 hours of media, we will only be able to provide one               
media format. 

o Flash Media will be the default, unless otherwise requested. 
¥ You may be required to provide proof of copyright clearance. 
 

Today’s Date:    
 
Instructor Name:           
 
Phone:       Email:        
 
Department:      Course Number (In the form of ABCD 1234):    
 
Need media by (minimum two weeks notice):        
 
Will you be using this digitization for an ongoing semester course?        Y / N 

Project Description (Please be as clear as possible instructions): 
             
 
              
 
             
 
             
 
Note: If the media being submitted for this project is copyrighted, in order to comply with the 'Fair Use' 
section of US Copyright Laws, accessibility to such media has to be restricted to a period of 3 weeks. 
Please fill in the information below in order to make this possible. 
 
1. Filename:      Start Date:   End Date:                                 

2. Filename:     Start Date:    End Date:    
3. Filename:      Start Date:    End Date:    

 
Contact information: (801) 581-3479   j.aldape@utah.edu or adrianne.smith@utah.edu  


