RE:

SAN PEDRO COLLEGE

12 C. Guzman St., Davao City, Philippines
@(082) 221-0257 spc@spcdavao.edu.ph @ www.spcdavao.edu.ph

GUIDELINES FROM THE COMMUNICATIONS AND MEDIA RELATIONS OFFICE

REQUEST FOR LIVE STREAMING, EVENTS VIDEO DOCUMENTATION, GRAPHICS
DEVELOPMENT ASSISTANCE, PROMOTIONAL MATERIALS OR VIDEO PRODUCTION,
AND EVENTS PRODUCTION AND COVERAGE

To our colleagues and collaborators in the service of San Pedro College:

As we embark on the new school year and organize various events that will contribute to the
success of both our students and institution, the SPC-CMRO would like to inform you of the
following information about requests for services and assistance in achieving overall success of
the events and productions.

For live streaming and events video documentation, the Requesting Party must observe
the following:
a. Check first with the CMRO on the availability of the date, equipment, and
personnel.
b. Once the event of the RP target date is available, the RP must write a letter of
Request for Assistance at least one week before the event.

i.  Therequest letter should be addressed to:

Dr. Mary Ann Rose C. Bartolo, LPT, RGC, the Vice President for Administration
through Mr. Jecy B. Opada, LPT, the Communications and Media Relations
Officer

ii. Indicate inthe letter the event details and what services and equipment will
be needed.

iii.  Attached in the letter the program flow of the event.

iv.  Venue and event floor plan must also be included

v. Indicate as well the ingress, preparation, and dry run dates.

c. Based on the request letter and if the VP for administration has approved the
request, the CMRO shall communicate to the Learning Resource Center (LRC)
Head and the Instructional Multimedia Center (IMC) in charge of the request for
the equipment and the personnel.

d. The request of the department will be processed in 2-3 days. After the processing
dates, the CMRO will either approve the request of the RP or give feedback if the
equipment and personnel are unavailable.



Once the event has been approved and the availability of the personnel is
confirmed, the LRC-IMC will prepare a list of equipment subject to approval from
the Vice President for Finance to be brought outside the school and for ingress
purposes at the event venue.

The RP must organize a Coordination Meeting or Suppliers’ Meeting to streamline
the information pertaining to the event.

The RP must provide the internet (for outside events), especially if the event will be
streamed live. However, if the event is to be held inside the campus, the RP may
coordinate with the Information Communication Technology Center of the school
for internet provision and configuration.

The RP shall provide 3-4 cloth duct tapes that will be used to protect the wirings
during the event.

Failure to observe the minimum requirements and the number of days for
reservation, the CMRO reserves the right to deny service to the RP.

Note: Requests for LED walls, sounds and lights, and other amenities of the SPC gym should be addressed
to the Facilities Management Office (FMQO,).

2. For Events Video Documentation Assistance,

a.
b.

Submit a request letter to the CMRO officer.

the RP will provide the cloud-based storage or the external hard disk where the
video coverage files will be stored.

The RP should give the CMRO 2-3 days after the event to produce the
documentation.

3. For Graphics Development Assistance, the RP should be informed that the CMRO abides
by the institutional visual style guide.

a.

Letter of Request for graphics assistance must be submitted at least one week
before the actual event where it will be used.

RP must also provide a mood board or montage that will serve as a guide for the
graphic artists and designers of CMRO in the development of the materials.

For the logo development and design requests, please refer to the Visual Identity
Style Guide Manual of SPC.

Revisions and edits will only be limited to three, depending on the project's
complexity.

4. For Promotional Materials and Promotional Video Production Assistance, the RP must
observe and be reminded of the following:

a.
b.

Submit a request letter to the CMRO officer.
The timeline of the production will be two weeks to one month.
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RP must also provide a mood board or montage that will serve as a guide for the
graphic artists and designers of CMRO in the development of the materials.

The RP will mainly be in charge of developing the concept and storyline. CMRO will
serve as a consultant in the process of conceptualizing.

Once the concept and storyline are ready, the CMRO will communicate to the
LRC-IMC or any of the Multimedia clubs and organizations in the school, who will
serve as the manpower and provide the equipment for the realization of the
project.

In the production process, the RP will be responsible for the needed finances that
will defray the expenses of the production, such as honorarium and token for the
models, meals for the models and production team, service vehicles, or fare
allowance if the shots will be taken outside the school premises, etc.

The RP will be responsible for the formulation and production of the contracts and
consents that the legal counsel of the institution will consult.

5. For Events Production, coverage, and organizing Publicity Events, the RP must observe
and be reminded of the following:

a.
b.

Submit a request letter to the CMRO officer.
The RP should organize a coordination meeting with the CMRO and other
suppliers.
The CMRO will be in charge of contacting media entities to cover the event, or the
CMRO may produce publicity material that will be sent to media entities.
The RP should account that PR releases may have some fees needed by the
receiving media entities and should include this in their overall budget.
The RP may assign the CMRO to the events committee, such as:
i.  Technical and graphics
ii.  Events promotion (digital postings)
iii.  In charge of contacting suppliers for sounds and lights, LED walls, photo
documentation, etc., for the event.

We are hoping for your full support and cooperation in this endeavor. Should you have any
guestions or clarifications, please do not hesitate to contact the CMRO through our email:
mediaoffice@spcdavao.edu.ph or call us through local number 1404.

Respectfully,

Approved by:

JECY B.OPADA, LPT DR. MARY ANN ROSE C.BARTOLO, LPT,RGC
Communications & Media Relations Officer Vice President for Administration

Cc. Deans, Office Directors, and Heads
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