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This form should be used to request a Promotional Video for your program/unit/department. Please complete the form entirely. After review, a staff member will get back to you in a timely manner.





If your project is selected, please allow sufficient time for the video to be completed. The complexity and timing of the project will affect the time of completion (some projects have taken a few weeks, while others have taken 12 months). Additional time may be required and will be indicated once submitted.

This form is not to be used for requesting video or photo capture of events, lectures, job talks, speakers or classroom experiences. Please use the Event Video & Photo Capture options provided by CAL Technology.
						

				

					

		

							

		
				
						
					
			
								
				
			


* = required


Email Address *


Why another form?The purpose of this form is to two-fold.

	We want to help you think through your decision to create a video.
	We want to set clear expectations on our roles producing and promoting videos.


In the end, we think that this will lead to better production on our part and stronger outcomes for you. Please complete the form entirely to request a video.



I have read the above information and am ready to request a Promotional Video *I Agree




Event Capture



Capture includes single camera setup, microphone and onsite camera operator. 
Includes setup, capture, basic editing and consulting on how to use the video for impact. 
Basic editing includes MSU branding, titles, caption generation, audio/color adjustment. 

A discount of $50 per hour of capture will be given for projects scheduled more than 2 weeks in advance. 

For more advanced requests (multiple cameras, higher production value) please contact Daniel Trego (tregodan@msu.edu) to discuss options. 

Event Series 

Event series are workshop or speaker series sponsored by a unit which are topically themed or connected across events. 

	Event Series on campus (3 or more events in a semester or academic year)  


	$200 per hour of capture 


	Event Series off campus (3 or more events in a semester or academic year)  


	$250 per hour of capture plus travel costs for travel outside of Lansing area 


Individual Events 

Individual events are job talks or one-time guest lectures or events. 

	Individual Event on campus  


	$250 per hour of capture 


	Individual Event off campus (requires more than 2 weeks notice)  


	$300 per hour of capture plus travel costs for travel outside of Lansing area 


Alternatives to CAL Video Services 
If we are not available for your event or you wish to explore options, here are several campus alternatives. 

	ITS Video services ($) - Contact Alyssa Bradley at abradley@msu.edu 
	Borrow camera from the Film Lab for capture (free) - Contact Peter Johnston at john2950@msu.edu 
	Borrow Padcaster setup from College of Arts and Letters (free)  


Any video can be uploaded to MSU Mediaspace for distribution and auto captioning. MSU Medispace is accessed at http://mediaspace.msu.edu/ and by using your MSU NetID and password. 



Rationale



Proposed Title/Description of Video *


Who is the primary audience for this video? *
Current StudentsProspective StudentsFacultyPeer Faculty/InstitutionsAlumniFriends and Potential DonorsParentsMSU CampusGreater Lansing CommunityState of MichiganInternal Communications (staff, faculty, students, etc)


How long is the desired video? *30 seconds or less30 seconds - 1 minute1 - 2 minutes3 - 5 minutesOtherPlease note: Primary and secondary research indicates an optimal range from :30-2:30 minutes. If longer than 2:30 minutes, be prepared to explain why.


Why do you think video is the most effective way to communicate your idea? *


Do you have a budget for this project? *YesNo


What is your proposed deadline to launch this video? *
Note: There is a direct correlation between the time it takes to produce a video and the quality and engagement to audiences given our research.


Are there examples of videos that we can reference from a style and storytelling aspect to help guide the development of your video?


Communication Plan



Where do you plan to use this video? *
During Live EventsEmail CampaignsSocial MediaWebsitePress ReleaseOther


How does this video fit your current communication plan? *Note: A concrete plan must be in place in order to begin production.


Production



Who will be involved in script/project development and producing? *


Who will be involved in the logistics of planning?


Who are the decision-makers and approvers of the video? *


Who are the key people to be on camera?


What are the key locations?


What are the key visuals?
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