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I. Purpose: 
 

To provide for efficient use of the College multimedia production facilities 
 

II. Procedure: 
 

A. Requests for use of the multimedia production facilities and/or services must 
be submitted by email to the IT Help Desk: HelpDesk@southflorida.edu. Most 
projects require a minimum of 72 business hours prior notice, depending on 
the complexity of the project. 

 
B. Employees requesting filming/audio recording services are responsible for 

preparing a script and/or outline (e.g., storyboard). Projects intended for use 
outside the institution require prior review and approval from the director, 
institutional communications. 
 

C. Specific details employed to accomplish the above can be found by 
contacting the coordinator, multimedia development and support. 
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