TECHNOLOGY DEPARTMENT

REQUEST FOR EQUIPMENT

[image: image1.wmf]Today's date: ___________

Name of person making the presentation: ____________________________

Date of presentation: ________________

Time of presentation: ________________

Location of presentation: ___________________

[image: image2.wmf]Please place a check mark in front of equipment needed:

_____Computer (number of computers)

______LCD projector  

_____Internet connection



______Projection Screen

_____Overhead projector



______VCR 








with large screen display

_____Other__________________

What equipment will you be bringing?  (Be specific)

SEND THIS REQUEST FORM TO:  TECH DEPT.

Request needs to be made two (2) full days before presentation for Board meetings.

For presentations that require a large scale setup, a minimum of one week notice is  

 required.
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