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PURPOSE:
The purpose of this procedure is to outline the process required for initiating and establishing a new media project.  
OBJECTIVE:
To ensure that proper oversight is in place for all media projects.
EVENT DRIVER:
A business need arises that requires a new media project.
PROCEDURES:
I. Initiation of Request

1. A Supervisor or above submits the initial media project request to the Media Training Consultant.
2. Project request will include details of the project.

II. Preliminary Discussion and Proposal
1. The Media Training Consultant puts together a summary for the Training Supervisor that includes:

a. Project Description

b. Estimated time to complete the project

c. Required Resources (i.e. script, actors, interactivity, etc.)

d. Current list of media projects

e. Estimated date of completion based on current approved projects
2. The Training Supervisor will then meet with the appropriate DD to determine project impact and priority.
BI. Final Review and Decision
1. Deputy Director will discuss with Chief Deputy to obtain approval.

2. If approved, the Deputy Director will notify the Training Supervisor.
3. Training Supervisor will then add project to the media project list.
RELATED DOCUMENTS:

· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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