

West Mezzanine

Telephone (212) 481-5129

Fax (212) 481-8798

TODAY’S DATE ________/________/__________

INSTRUCTOR________________________________E-MAIL___________________________________________
__
CLASS DAY(s) ________________________________________TIME______________TO___________________
SEMESTER______________________DEPT.___________________________________EXTENSION__________
WHERE WILL EQUIPMENT BE USED:  ROOM____________________BUILDING______________________




FILM & COMPUTER SOFTWARE REQUESTS:

TITLE:________________________________________                       ___________                ____CALL #___________   ___
TITLE:________________________________________                       ___________                ____CALL #___________   ___
SPECIAL ORDERS:
_____POSTER TUBE CARRIER                       WIRELESS PRESENTER                       WEB CAMERA            _____ LAPTOP    
OTHER: _________________________________________________________________________________________________

*DUPLICATING SERVICES:
____ VHS TO VHS   ____ DVD TO DVD   ____VHS TO 8 MM   ____ VHS TO DVD   ____ CD COPIES       
____ MINI DV TO ALL FORMATS
* PLEASE NOTE: The HPEC CAN NOT duplicate any copyrighted materials without consent from the producer in writing.
You can find this sheet by going to the following: HPEC SYNC Folder- Master copy of forms- Equipment request form New 2011 

PROJECTORS





_____COMPUTER W/ PROJECTOR 


         (Ethernet Cord Included)


_____OVERHEAD


_____PORTABLE DOCUMENT CAMERA


_____SCREEN


_____SLIDE











AUDIO EQUIPMENT


____PORTABLE SOUND SYSTEM W/MIC AND PODIUM


____MIC STAND


____CASSETTE PLAYER


____BOOM BOX W/ CD AND CASSETTE


____FENDER PASSPORT SOUND SYSTEM 


         (FOR EVENTS UP TO 150 PEOPLE)








VIDEO PLAYBACK (WITH MONITOR)





____ DVD W/ MONITOR


____ VHS  W/MONITOR


____ UMATIC W/ MONITOR


____ LASER DISC W/ MONITOR


____ EXTENSION CORD	








VIDEO PRODUCTION 





____�_DIGITAL “STILL” CAMERA


_____VHS CAMCORDER


_____MINI DV RECORDER            _____TRIPOD





	





** SMART CLASSROOM KEYS





____WEST 232, ____WEST 235, ____WEST 237





** ENHANCED CLASSROOM KEYS





____WEST 218, ____WEST 403, ____WEST 417 ____WEST 517, ____WEST 601, ____WEST603, ____WEST 605, ____WEST 628      ____EAST 101, ____EAST 102, ____EAST 103, ____E. LOUNGE (E115)





** COMPUTER LABS


____EAST 015, ____EAST 016, ____HPEC COMPUTER LAB


** Faculty must schedule training w/HPEC staff to use any Smart/ Enhanced Classroom  


	














