Long-Term Media Equipment Reservation
Process for Talbott Springs ES

Directions: To request media equipment please follow the steps listed below.

1. Refer to calendar spreadsheet for availability
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2. Email Ruth Walker, lead technology teacher with:
a. Item requested
b. Date of request
c. Time of request
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3. After confirmation of availability from Ruth Walker, complete the following survey to receive your materials.
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Dear Ruth,

Can | please request the:
‘Computer lab/Mobile labiFlp cameras.
for the week of
Apri 22,2013
at the time:
1:15-2:45.

Thark you
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