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Department of Media Services 

Studio Reservation Form 

Event Name: 

 

Event Coordinator:        Phone #:   

   

Faculty Sponsor:           Phone #:  

 

Name of Class:                                                   Project Name:  

                                                           

Event Date (s):_________________________________       Event Time (s):______________________________________  

 

Setup Date/Time(s): ___________________________       teardown Date/Time(s):____________________________

Print/Sign 

 All productions/events must submit this form completed no later than 7 days prior to the event.   

 Filling out this form does not guarantee that the studio will be available on the date requested.  A confirmation via 

email will be sent confirming the reservation 

 Any audio/visual equipment, not listed on this form, must be secured through media services by filling out the  audio-

visual reservation form. 

 The studio must be left in the same condition in which it was found before your event.  This may include sweeping and 

mopping .  Supplies will be made available for this.  Failure to comply may result in a fine. (see back for details).   

 Any equipment brought in for the production must be removed from the studio as indicated by the studio manager.   

 Media services/studio staff will not be provided for your event.  You are responsible for staffing your own event 

including, audio and lighting technicians.        

 Camera operators and other production staff must be enrolled in or have completed intro to television.  

           

                            __________ (Initial) 

Audio Equipment: 

Studio Cameras, Tripods and Controls      ________ Quantity 
 

Lighting Console and Studio Lighting (*Tech not provided) 

  

Teleprompter         ________ Quantity 
 

Studio Video Monitor             ________ Quantity 

       Wired Lapel Mic(s) _________ Quantity             PZM Mic(s)       _________ Quantity 
     

       Wireless Lapel Mic(s) _________ Quantity             Shotgun Mic(s) _________ Quantity  
 

       Handheld Mic(s)  _________ Quantity              XLR Cables  _________ Quantity 
 

       Studio Audio Monitor   

Video Equipment:                         

Signature:______________________________________________________________                     Date:____/_____/________ 
 

 

E-Mail:___________________________________________ 

Please read the following section and  initial stating that you agree with all policies .  

Created  6.17.08 

Date Received: _____________________ 
 

Received by:________________________ 
 

Date Entered:______________________ 
 

Entered By:________________________ 



 

 

 

Details about Fines 

 

Fines will be issued for the following: 

 

1. Clean-up:  Failure to clean and return the studio to it’s original condition will 

result in a minimum $25 fine. Studio staff will asses the condition of the stu-

dio after the event.  Staff will advise the coordinator of the event on the ex-

tent of  cleaning that needs to be completed. 

 

2. Lost items:  Any items belonging to the studio or media services that are used 

for your production will incur a fine equal to the price of the lost item(s).  

These items will be charged to the department that sponsors the event.  The 

studio manager will provide a statement that indicates the cost of the lost 

item(s).  A 24 hr. grace period will be given to the coordinator to locate the 

lost item(s). 

 

3. Damaged items:  Any items belonging to the studio, or media services, that are 

damaged during the production, whether it be accidental or due to negli-

gence, will be charged to the department sponsoring the event.  The studio 

manager will provide a statement that indicates the cost of the damaged  

      item(s). 


