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Wenzao Ursuline University of Languages

Guidelines for the Management of Digital Media Production

Adopted by the Administrative Council on January 6, 2026
Ratified by the President on January 21, 2026

To assist all the units and faculty members at Wenzao Ursuline University of
Languages (hereinafter referred to as “the University”) in producing digital
media content, the Center of Teaching and Learning Development under the
Office of Academic Affairs (hereinafter “the Center”) shall be responsible for
coordinating and supporting matters related to digital media production. These
Guidelines for the Management of Digital Media Production (hereinafter “the
Guidelines™) are hereby established.
Application Procedures for Digital Media Production
Production of Digital Teaching Materials for Official Courses:
For courses approved by the curriculum committee of each teaching unit and
confirmed for offering, full-time or project-based faculty members of the
University shall complete and submit the “Application for Media Production”
form or the “Application for Teaching Material Enhancement” form.
Production of Distance Learning Courses:
For distance learning courses approved by the Distance Learning Promotion
Committee, faculty members (full-time or project-based) of the University
shall complete and submit the “Application for the Production and Revision of
Distance Learning Course Materials” form during the academic year
preceding the year in which the course is offered.
Individual Applications by Faculty Members for Digital Media
Production (including industry-academia collaboration and other funded
projects):
Applicants shall complete the “Application from for Media Production” form
in accordance with the “Fee Schedule for Media Production and Venue
Usage” and proceed accordingly.
General Media Production Commissioned by University Units:
University units commissioning the Center in any production of multimedia
materials such as visual designs, posters, or videos shall complete and the
“Application for Media Production” form and proceed accordingly.

Review Procedures

. The Center shall evaluate its service manpower, project content proposed, and

the production schedule at a Center meeting. Productions shall proceed upon



V.

VI.

VII.

VIII.

review and approval by the Dean of Academic Affairs.

2. In principle, teaching materials shall be produced in accordance with the order
of approval on the application forms.

3. Applicants will be notified of the review results using the contact information
provided in the application form.

Scope of Digital Media Production Services

1. Instructional material filming: may include studio recording and on-site
filming (a script must be provided).

2. Instructional material audio recording: use of the recording studio at the
Center for the production of educational content.

3. Audiovisual post-production: may include video editing, subtitle production,
and audio enhancement.

4. Media Design: may include multimedia material production, such as digital
illustrations and 2D animation (for the standard level of refinement).

5. Graphic Design: inclusive of promotional posters, banners, presentation
slides (PPT), and layout editing.

The required production timeline and applicable circumstances for each service

shall be announced on the Center’s website.
All applications submitted to the Center for the production of digital teaching
materials must be accompanied by the “Wenzao Ursuline University of
Languages Copyright Declaration for Digital Teaching Materials.”
The number of revisions to the layout or the design adjustment shall be limited
to two. During the production process, an initial draft (\Version 1) and up to
two revised versions (Version 2 and Version 3) shall be provided. If revisions
are required due to errors in the original manuscript or script, further
discussion shall be conducted separately, and additional fees may be charged
depending on the circumstances.
Only the final product will be provided; working files shall not be released.
The final product will be retained for one year after delivery.
The fee standards for media production and venue usage shall be handled in
accordance with the attached appendix. After review by the Center and
approved by the relevant authority (except for the venue usage by internal
University units), applicants shall complete the payment procedure at the
Cashier Section of the Office of General Affairs prior to the commencement of
the production or venue usage, and no later than one week before the
scheduled start date. In case of any amendment to the appended form, it shall
be promulgated upon approval by the University President in accordance with
official administrative procedure.



IX.  These Guidelines shall be approved by the Administrative Council and shall
be implemented upon ratification by the President. The same procedure
applies to any amendments.



