Bob McIntire

Department of Education

Instructional Technology Specialist

23 State House Station

Augusta, Maine  04333-0064

TEL.  (207) 624-6778

FAX  (207) 624-6601

E-mail  bob.mcintire@state.me.us

RE:  Requested Broadcast Dates

This letter confirms that you have agreed to use the ITV dates and times listed below.  If dates are correct please sign below and FAX this letter and other necessary components to Bob McIntire.  If dates are incorrect, please correct them and FAX this letter and other necessary components to Bob McIntire.

Overview of Necessary Components:

IMPORTANT:  YOU must decide which sites you wish to broadcast to and contact these sites directly to determine if resources are available on the requested dates.  (A list of potentially available ITV sites is enclosed.)

· Verify or Correct Dates listed below.

· Complete attached form “UNET/ITV Basic Information Form” for each scheduled broadcast.

· READ “DOE ITV Presenters Guide” to obtain information necessary to successfully present your program.

· Complete “Presentation Agenda Form”, if your scheduled presentation contains multiple presenters, activities, or support materials.  IF you do not bring a copy of the agenda form to your scheduled ITV presentation the room will be set-up in the standard fashion.

· Complete “Request for Authorization to use Audiovisual Material” AND “DOE ITV Video Playback Form” if your scheduled presentation uses video cassettes.

· REMEMBER all programs are the property of the State of Maine unless prior arrangements are made.

Dates and Times:

1.

2.

3.

Signature confirming times________________________________________________ 

Please be aware that the Education Network of Maine will be imposing a fee for programming cancelled less than one month from the broadcast date.

Thank You! 

