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1.0 PURPOSE

The purpose of this procedure is to ensure coverage of university events through photography and
video coverage.

20 SCOPE

This procedure describes the process of having an official event covered through photography

and video shooting.

3.0 TERMSAND DEFINITIONS

31 Photograph: This is an image created by light falling on a light-sensitive surface, usualy a
photographic film or an electronic imager such as a CCD or a CMOS chip. Most photographs are
created using a camera, which uses a lens to focus the scene's visible wave lengths of light into a
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reproduction of what the human eye would see. The process and practice of creating photographs
is called photography

3.2 Video is the technology of electronically capturing, recording, processing, storing, transmitting,
and recongtructing a sequence of still images representing scenes in motion.

33 Videography refers to the process of capturing moving images on electronic media (e.g.,
videotape, hard disk, or solid state storage, streaming media)

4.0 REFERENCES

4.1 SO 9001:2008 Standards

4.2 CUEA Quality Management Manual

5.0 PRINCIPAL RESPONSIBILITIES
The principle responsibility for the maintenance of this procedure lies with the Corporate
Communications Manager (CCM).

6.0 METHOD

6.1 The CCM shall receive a request to cover the event/function at least two working days before the
event or function.

6.2 The CCM shall discuss with the department staff and assign the staff to cover the event.

6.3 The organizing department/faculty/committee shall brief the PR Assistant on areas of
concentration in coverage.

6.4 The coverage (photography/video) shal take place. The PR Assistant shal archive the
photographs and video tapes.

7.0 APPENDICES
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