HPER Video Camera Request Form

Name______________________________________   School____________________________
Date of Videotaping______________________  Date of request__________________________
Video Camera #________

Microphone #________

 
Name of person who is taping______________________________________________________
Please write the hour block you will be there:
Pick up time: 8am- 4pm _________________     Drop off time:  8am- 4pm _________________
Phone #: _________________________   Email: ______________________________________
MUST REQUEST CAMERA 1 WEEK IN ADVANCE!!!!

Only graduate assistants, instructors of this course and departmental personnel may check out equipment. 

Cameras and other equipment MUST be returned the same day or at 8am the next morning. 

  *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’s fixed for the next student who has requested the camera. Thank you.

	Equipment Checklist
	Out
	Equipment Checklist
	In

	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. Check all equipment before leaving the HPER office and verify the return using the checklist above.
SIGN OUT:  ___________________________________________________________________


Student Signature/Date                         
Staff Signature

SIGN IN: _____________________________________________________________________


Student Signature/Date
Staff Signature

Please complete and email this request to: Mrs. Munselle Pientka, munselle.pientka@wmich.edu, at least one week in advance.
