                                      OUT-OF-HOURS EQUIPMENT REQUESTS   
                                                                                                   (as of Feb 2, 2011)
At least 24 hours in advance:

Fill out this form and email it to marcy.mcginnis@gmail.com and rickricioppo@hotmail.com Also copy wasim.ahmad@stonybrook.edu if he is your professor.
NAME:______________________________________________
COURSE: (i.e. JRN310, 320, etc):__________________________
Date of shoot:________________________________________

Event: ______________________________________________

Times of shoot:_______________________________________

Kind of camera requested: ______________________________

(SONY-large video; Canon-small video; Canon-still camera; Nikon)
Where the camera will be when you are not using it (See note 1):_______________________
The date and time you intend to check out the camera (See note 2):____________________
The date and time you intend to return the camera (See note 2):_______________________
*Note 1: Cameras may not be kept in dorms overnight. If you live on campus and want to borrow a camera on weekends or overnight, you must lock it in one of the newsroom lockers when you are not using it. You must request 24/7 ID access to the newsroom from M. McGinnis, buy your own lock and lock the camera in the locker when finished shooting. Keep the tripod with you. Return everything to Paul or Nick at time noted above.  


 Cameras should never be left unattended; never leave a camera in a car trunk.   

**Note 2: Equipment will be checked in and out by Paul or Nick during staffed hours only. 
Do not request check in or check out when they are not on duty. 

Newsroom Hours:   
      Mon 9a-8p; Tue, Wed, Thur 8a-8p;    Fri 8a-5p     Sat and Sun:  Not staffed 
If hours change, new hours will be posted on Blackboard.   

Any request by a student who does not follow the instructions will be automatically denied. 

You will be held financially responsible for lost, damaged or stolen equipment.

