
OFFICE OF ACADEMIC AFFAIRS MEMORANDUM
No. 89-3

August 30, 1989 (Reissued January 1, 1990)
(Supersedes Cnahcellor’s Memorandum 5-78/79, October 27, 1978)

TO: All Faculty and Staff

RE: GUIDELINES FOR THE OPERATION OF THE TELEVISION STUDIO

I. Purpose of Studio

IPFW recognizes its educational responsibility for television production and college-access
programming.  The television studio was established to work cooperatively with academic
departments and administrative offices to facilitate and improve, by means of television,
IPFW instructional, research, and public service missions.  The television studio is
supported by IPFW general funds, grants, and donations.

The purposes of the television studio are, in priority order:  (1) to train students in
television production; (2) to produce programming for Channel 6; (3) to serve other IPFW
academic departments, administrative units, and student organizations; and (4) to be
available to area institutions of higher education for the production of educational
videotapes for Channel 6.

II. Management

The studio manager reports to the Vice Chancellor for Academic Affairs or the Vice
Chancellor's designee.  The manager is responsible for:  (1) insuring that the studio is used
in conformity with the purposes outlined above; (2) managing the television studio budget;
(3) developing long-range plans; and (4) scheduling the studio.

III. Services Available to IPFW Departments

Television services are rendered by the studio in response to appropriate requests (see
Section IV.  Scheduling and Operating Procedures) from IPFW units.  Services include
planning, designing, and producing instructional, general interest, and informational
materials intended for presentation via television.

 IV. Scheduling and Operating Procedures

IPFW faculty, staff, and students shall submit their requests to use the studio facilities and
equipment to the manager.  Access will be determined according to the priorities listed in
Section I of this document.  



OFFICE OF ACADEMIC AFFAIRS MEMORANDUM
No. 89-3
AUGUST 30, 1989 (Reissued January 1, 1990)
(Supersedes Chancellor's Memorandum
5-78/79, October 27, 1978)
Page 2

The studio manager may require users to prepare a written proposal including, 

but not limited to, the following:

A. Project
1. Title
2. Description
3. Justification
4. Sponsoring IPFW unit

B. Utilization
1. Target date for completion
2. Number of productions in project

C. Development
1. Names, roles, and qualifications of project personnel

 
2. Supplementary materials required
3. Budget

Written proposals, when required, shall be submitted to the manager at least three weeks
prior to commencement of production to allow time for evaluation and scheduling.  To
accommodate users in priority order (see Section I), the use of the studio and/or television
equipment is subject to rescheduling up to two weeks prior to a scheduled date.  IPFW
personnel and students are involved routinely in all studio activities.

V. Implementation

Authority for the administration of these guidelines is vested in the Vice Chancellor for
Academic Affairs or designee.

Responsibility for implementation of these guidelines on a day-to-day basis belongs to the
studio manager.  Exceptions to these guidelines require the recommendation of the studio
manager and the Vice Chancellor for Academic Affairs.


