HPHE Video Camera Request Form
▪ CAMERA REQUESTS MUST BE MADE 1 WEEK IN ADVANCE ▪
Name:_________________________________________   School:____________________________
Phone #: _____________________________   Email: ______________________________________
Name of person who is taping: _________________________________________________________
Date of Videotaping _______________________   Date of request ____________________________
Please indicate pick-up and return times: Both times must be BEFORE 4:30 pm
(Cameras and other equipment MUST be returned the same day or by 8:00am the next morning.)



           DATE

     TIME
Pick up time: 8am- 4:30pm    _________________/________________   
Drop off time: 8am- 4:30pm  _________________/________________  
PLEASE NOTE:
If there is a problem with the camera, microphone, or tripod, please leave a note with the camera stating what was wrong and tell the person checking you in. This will help with getting the camera fixed for the next student who has requested one. Thank you.
Only office staff may issue video equipment:
DVD/Video Camera #_____________  (assigned by staff)
           Office Staff: please check equipment list below for both PICK-UP and RETURN.
	Equipment
	           Out (pick-up)
	Equipment
	          In (return)

	Tripod
	
	Tripod
	

	Seat for Camera
	
	Seat for Camera
	

	Microphone
	
	Microphone
	

	Receiver
	
	Receiver
	

	Battery on Camera
	
	Battery on Camera
	

	Charger/Elec. Plug
	
	Charger/Elec. Plug
	

	Camera Bag (Small)
	
	Camera Bag (Small)
	

	9 Volt Batteries
	
	9 Volt Batteries
	


                    Staff and students must sign this form upon pick-up and return.
SIGN OUT:  ___________________________________________________________________


Student Signature/Date                         
                Staff Signature

SIGN IN: _____________________________________________________________________


Student Signature/Date
                 Staff Signature

Please complete and return/email this request, at least one week in advance, to: 
Ms. Cindy Bradley, 4018 SRC or cindy.bradley@wmich.edu
