Equipment Delivery Reservation Request

Return to AV Services (Brown Center, Rm 421)

Faculty & Staff ONLY!

1. First Name: ___________________  Last Name: ________________________

2. PeopleSoft ID #: ____________________________

3. Phone #: (______) - _______ - _______

4. Email: ________________@mica.edu

5. Department: ________________________________

6. Building: _____________
Room #: __________

7. If you will be picking up the equipment yourself, check here: ____ (Otherwise, we will deliver)

8. Date of event/class/meeting: ____ / ____ / 200___

Start Time (We will be set up by 10 minutes prior): ___ : ___ AM  PM

End Time:  (We will pickup within 20 minutes after): ___ : ___ AM  PM

9. Is this a recurring delivery/pickup? If yes, check here: ____

a. If you need this every week, for the entire semester, check here ____

b. If you need this for various dates throughout the semester, list them here:

	


10. Circle equipment to request (Limit ONE of each item):

a. Laptop. Circle:

PC
MAC

b. Slide Projector. Circle: 
Carousel
Remote

c. Digital LCD Projector

d. Opaque Projector

e. Transparency/Overhead Projector

f. TV Cart (Equipped with DVD and VCR)

g. DVD Deck

h. VCR Deck

i. Portable Computer/VCR/DVD Speakers

j. Boombox

11. Do you need audio for the computer? If yes, check here: _____

12. Circle the preferred way of contacting you:
Email

Phone

13. Please review this form. We will not deliver equipment unless we have all of the above information. We will contact you if we have questions, otherwise, we will put this request on our calendar.

14. Signature: ______________________________
Date: _____ / _____ / 200____

