	MIRAMAR COLLEGE A/V EQUIPMENT 

CHECKOUT FORM

	To guarantee availability, Equipment Request Forms must be submitted at least 3 days prior to reservation date.
Overnight /Long-term checkouts must be approved by AV Supervisor and/or AV Techs

	Name :     
	Phone:      
Email:     

	Signature :
	Dept :      FORMTEXT 

     
 
Room :


	Date Needed :     
	Time :     
	AV Staff Only

	
	
	Checked out by: 
Checked in by:

	Return Date :      
	Time :      
	Notes: 

	Smart Equipment
	Audio Equipment

	 FORMCHECKBOX 

Smart Cart  
(Includes: AV Cart, Projection Unit,
 Laptop, Speakers, DVD/VCR Player)  
	 FORMCHECKBOX 

PA System  
(Includes: Speaker, 
Microphone, Mic Stand) 

	 FORMCHECKBOX 

Projection Unit  
	 FORMCHECKBOX 

Speaker(s)  

	 FORMCHECKBOX 

Laptop (PC, Mac, Tablet) 
	 FORMCHECKBOX 
 
Microphone (Specify Type)  

	 FORMCHECKBOX 

Document Camera  
	 FORMCHECKBOX 

CD / Cassette Player (Circle Needed) 

	 FORMCHECKBOX 

Portable Projection Screen 
	 FORMCHECKBOX 

Digital Recorder 

	 FORMCHECKBOX 

PowerPoint Control 
	 FORMCHECKBOX 

Misc. Cables (Specify Type) 

	Accessories
	Video Equipment

	 FORMCHECKBOX 

VGA / Internet Cable (Circle Needed)  
	 FORMCHECKBOX 

TV  VCR  DVD  (Circle Needed)  

	 FORMCHECKBOX 

Tripod 
	 FORMCHECKBOX 

Digital Camera (Images stored on Floppy Disk) 

	 FORMCHECKBOX 

Easel  
	 FORMCHECKBOX 

Mini DV Camcorder 

	 FORMCHECKBOX 
 
AV Cart  
	 FORMCHECKBOX 

VHS Camcorder 

	 FORMCHECKBOX 

Extension Cord 
	 FORMCHECKBOX 
 
Overhead Projector 

	 FORMCHECKBOX 

Other 
	 FORMCHECKBOX 

Slide Projector 

	Warning: Your department is liable for any damages to A/V equipment while it is in your possession.
Please submit form(s) to C-403 or email to avmira@sdccd.edu 

For any questions, please call the AV Department at (619) 388-7317








