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DeKalb Chamber Business Studio Guidelines

The DeKalb Chamber of Commerce is pleased to offer current members access to our Business Studio during
designated open hours. The studio is designed to support members with a professional space for video recording,
content creation, and other business needs. To ensure a positive experience for all who use the studio, please review
and follow the guidelines below.

Availability
e Current Chamber Members can reserve at no cost
e Open Studio Hours are held on Tuesday afternoons from 12:00 p.m. - 4:45 p.m.

e Studio sessions are limited to one hour at a time; members needing additional time may reserve a second
session, subject to availability
e Members may reserve up to two dates at one time

What to Bring
e Members are responsible for bringing their own recording equipment (smartphones, cameras, laptops, etc.)

Studio Features
e Arm stand microphones and mixer

e Box lighting

e Headphones

e Handheld microphones

e Wi-Ficonnection available

e Clock with timer & stopwatch features

e Tripod with cell phone holder

e Audio mixer cords compatible with Apple & Android devices

e Additional items available: DJI Smartphone Stablizer, DJI mini mics

Room Configurations:

The studio can be arranged in 4 ways (refer to pages 3 and 4). Please specify which arrangement you would like when
reserving your time.

e Front Facing Podcast style

e Side Facing Podcast style
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e Lounge Interview style

e Solostyle

Room Condition
e When yourtime is over, please tidy the room before you leave:
Leave all studio equipment up
Straighten and push in chairs
Move mic arms over the desk, if using
Turn the lighting and mixer off
Open the door
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e No open-container drinks are permitted near audio, video, or lighting equipment

Scheduling & Limitations
e The Chamber reserves the right to adjust scheduling to ensure fair access for all members
e Open Studio Hours are subject to change; members will be notified when possible
e Repeated late cancellations or no-shows may affect scheduling privileges

e Notending your session on time affects other members' time slots and may impact your future booking
privileges

e The computerin the studio is not available for use

How to Reserve

e Contact Alexis Aviles, Communications & Engagement Coordinator, with your requested date, time and room
configuration:

o alexis.aviles@dekalb.org
e You will receive confirmation if the studio is available, or we will advise if the studio is not available

e Ifyourreservation plans change, please notify us
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Front Facing Podcast Style
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