SAMPLE FACULTY AUDIOVISUAL FAX-BACK FORM

FROM: Faculty

TO:  Assistant
FAX #: xxx-xxxx

A/V Needs 

Please mark the type of A/V equipment you will require and indicate which presentation the equipment is for.

· LCD projector ________________________________________________

· Overhead projector ____________________________________________

· Slide projector ________________________________________________

· White board __________________________________________________

· Easels with flip chart  ___________________________________________

· Other: _______________________________________________________

Presentation

Please check one box:

· No changes to previous presentation(s) 

· Changes to presentation(s).  Please return electronic or hard copy with changes.

Thank you again for your participation as faculty for this course.  Fax this form back to training site at your earliest convenience.  Please feel free to call me if you have any remaining questions.  I look forward to working with you.
