NPS Audio-Visual Request Form

NPS AV || Code 334 || audiovis@nps.navy.mil || Phone: 831-656-2035 || Fax: 831-656-3780
	Date: 
	Department/Code: 

	Point of Contact: 
	Phone: 

	Purpose of Event: [    ] Academic || [    ] Research || [    ] Maintenance || [    ] Other: 

	Requests should be emailed to audiovis@nps.navy.mil or faxed to x3780 at least one week in advance. NPS AV cannot guarantee delivery of equipment or services for requests received less than one week in advance.

	Event Location


	Event Start (Date/Time)?

	Event Finish (Date/Time)?


	
	Setup By (Date/Time)?

	Breakdown By (Date/Time)?


	What kind of PRESENTATION? (check all that apply)

	
	Power Point/Computer (PC or Macintosh)
	
	I am bringing a laptop.

	NPS AV does not provide computers for presentations, although some conference spaces have computers included in the AV setup. If you are unsure if a room has an installed computer, please contact the AV shop at x2035.

	
	VHS Tape

	
	DVD

	
	Overhead Transparency

	
	Record Event with a VHS Camcorder (customer must provide blank tapes)

	
	Other (specify): 

	What kind of AUDIO SUPPORT? (insert number needed in box to the left)

	
	Podium and Microphone

	
	Free-standing Microphone

	
	Lavaliere/Lapel Microphone w/ 25ft.-long cord

	
	Wireless Lapel Microphone

	
	Wireless Handheld Microphone

	
	Audio Playback || [     ] Cassette Tape or [     ] Compact Disc (CD)

	
	Audio Cassette Recording of Event

	ADDITIONAL EQUIPMENT needed? (insert number needed in box to the left)

	
	Portable Projection Screen

	
	Flip Chart Easel (with paper)

	
	Poster Easel

	ADDITIONAL SUPPORT needed? (check all that apply)

	
	I would like training on the equipment I’m using.

	
	I need copies of video tapes/DVD discs (customer provides blanks, please call x2035 to discuss)

	
	I need copies of audio cassettes (please call x2035 to discuss)

	Notes, Special Requirements, etc.:


	DO NOT WRITE BELOW THIS LINE

	Initial
	RT
	OT
	Rate
	Cost
	Record Time (min)
	Equipment

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total M-H:
	Total Cost:
	
	

	Request Number
	Start Date
	Finish Date
	Times
	Location


