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	About this template

Use this check once your Capstone audio is exported, before you submit it. It records how you made the audio, what you checked, and how learners who cannot use it will still reach the content.

Your two Production Log entries go in the Capstone Production Log you started in Activity 2.2 (Step 4), not here. Shaded text shows Marta's example; replace or delete it.



Step 1: How you made it

	Item
	Your answer

	Recording set-up
	Phone voice memo app, a hand's width from my mouth, in a small room with the curtains drawn

	Recording set-up (device, place)
	

	Editor used (and version)
	

	Takes: how many, and how you chose
	

	Edits made (trim, noise, volume, fades)
	



Step 2: Listen and check

Listen to the exported file from start to finish, once on a phone speaker and once on headphones. Mark each check and note what you fixed.
	Check
	Yes / No
	What I fixed, or what remains

	Speech is clear on a phone speaker
	Yes
	Re-recorded two lines that were too quiet

	Speech is clear on a phone speaker
	
	

	No distracting background noise, clicks or music under the voice
	
	

	Volume stays comfortable from start to finish
	
	

	Pacing leaves time to think: pauses after questions and new terms
	
	

	Every line makes sense without a picture (or the picture is always there)
	
	

	It starts and ends cleanly
	
	

	The transcript matches what is actually said
	
	

	No pupils are named or identifiable
	
	



Step 3: Export record

	Item
	Your answer

	Format and quality
	MP3, mono, 128 kbps (WAV master kept)

	Format and quality
	

	Length
	

	File name
	

	Master file kept (where)
	

	Transcript file name and format
	



Step 4: Accessibility note (50 to 75 words)

What did you check, what did you fix, and what would you still improve? Mention how learners who cannot hear the audio reach the same content.
 
 
 
 
 
 
Quick reference: export settings for educational audio
	Format
	Use it for
	Settings

	MP3
	Sharing: course page, email, phones
	Mono, 96 to 128 kbps for speech; stereo 192 kbps if music matters

	WAV
	Your master copy, and editing later
	16-bit, 44.1 or 48 kHz; large files

	OGG
	Open format; some platforms and browsers prefer it
	Quality 5 is plenty for speech



Notes
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