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	Introduction


	This Unit outlines some of the fundamentals of audio recording and explains what to do and what not to do, including the steps to take to ensure that the end result is a clear and audible recording. It includes a discussion of the kinds of events that are most effectively represented through the medium of an audio recording. The Unit elaborates on the process of organising and storing audio data and making use of audio recordings for PGIS projects.

	Target audience
	Technology intermediaries working in multidisciplinary teams and operating within an institution/organisation already committed to practising participatory mapping and who are or would be required to: (i) deliver training on the practice; (ii) facilitate the process in the field.

	Unit objectives / expected outcomes


	After the completion of the Unit the trainee will be able to: 

· apply some essential audio-recording tips; 

· handle microphones; 

· generate audio recordings under various conditions that are clear and audible;   

· store recordings safely; 
· use audio recordings in participatory mapping projects. 

	Keywords / key concepts


	Audio recording, voice recorder, transcription 

	Content outline, main topics covered and suggested sequencing


	This Unit focuses on the topics listed below. 

1. Fundamentals of audio recording (PPT No. 1: Documentation: Fundamentals of Audio Recording) (1 hr) 
2. Exercise on audio recording (Exercise No. 1: Becoming Familiar with Your Audio-recording Device) (1 hr) 

	Components of the Unit


	· Exercises

· Exercise No. 1: Becoming Familiar with Your Audio-recording Device; to become familiar with your audio-recording equipment and recognise what kinds of noises could interfere with a recording (1 hr) 

· Handouts for Trainee (to be distributed in printed format)
· Fundamentals of Audio Recording (Handout4T)
· Glossary

· Multimedia

· None

· Presentations (PPT)

· PPT No. 1: Fundamentals of Audio Recording (30 min) 

· Unit Glossary

· Included

	Duration


	½ day

	Prerequisite skills / knowledge


	None 

	Pre-Unit activities


	M14U01 and M14U02 may be useful.

	Additional trainer resources


	None 

	Equipment needed


	Computer and beamer, audio-recording devices – one for every two or three trainees

	Comments


	Consider the advice provided in M03.

Trainers may wish to amalgamate this Unit with Unit M14U02. This way, trainees can practise their audio-recording skills by recording the interviews they plan in Unit M14U02. 
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