	New Mexico Highlands University
ITServices
Audio/Visual Request Form
	



Please note the following:
· Please include a copy of room layout.
· Completed form must be submitted to ITS at least 72 hours prior to event.
· If you are requesting event setup on someone’s behalf, be sure to include that person’s contact information and organization.
· Before submitting this form, be sure to confirm with Campus Life that room has been reserved.  
	Requestor INFORMATION

	Event name:
	

	Contact name: 
	

	Company name: 
	

	Telephone number: 
	

	Email address: 
	

	[bookmark: _GoBack]Event start date & time:
	

	Requested setup date & time: 
	

	Requested teardown date & time:
	

	Room number:
	



	CHECKLIST

	[bookmark: Check1]|_|
	University provided laptop. 
	[Use laptop provided by the university.  Laptop includes Office 2016 and internet preconfigured]

	|_|
	Projector access. 
	[Need access to projector installed in room.]  
Note: Request remote control from Campus Life.

	|_|
	Wireless microphones.   

_____ (Specify the number of microphones needed). 
	[Need mic and speakers setup for event]

	|_|
	Audio setup (small). 
	[Need speaker and mixer setup for small event.  2 8” speakers + stands.]

	|_|
	Audio setup (medium).
	[Need speaker and mixer setup for medium event.  2 8” speakers + stands.]

	|_|
	Audio setup (large). 
	[Need speaker and mixer setup for large event.  2 10” speakers + subwoofer + stands.]



Note: For ZOOM or video conference requests, please contact ITS AV Support at 505-454-3391 or AVSupport@nmhu.edu. 

For more information or questions regarding A/V setups you may contact NMHU ITServices.

Return this completed form to:
NMHU ITServices
Student Center 216 (Inside of Purple Pub)
Phone: (505) 454-3496
E-Mail: itshelpdesk@nmhu.edu
ITS Received:_____________	Campus Life Confirmation:_______	Form Updated 08/27/18
