MEDIA REQUEST ORDER

LEARNING RESOURCE CENTER

REQUESTOR’S NAME: ______________________________________________

SEMESTER NEEDED:________________________________________________

TITLE OF VIDEO/DVD:______________________________________________

ORDER INFORMATION:____________________________________________

PRICE: ______________________

PREVIEWS: Usually a shipping fee (or fee to preview) is requested. Go to the web and fill out a PROCARD use request form.  Place the order over the telephone requesting a receipt for the credit card.  If you decide to purchase the video, please fill in the information above and follow the instructions below.

FOR PURCHASE:

Please provide a brief description of the reasons for the purchase of the tape, i.e. what class or classes will be shown and who will be using the video.  Also, provide a copy of the purchase order for the preview (if a fee was charged) so it can be deducted from the purchase price

REASONS FOR PURCHASE:___________________________________________

____________________________________________________________________

____________________________________________________________________.

NOTE:  If the purchase price is very high, the request will also go to the Dean for approval.

Please fill out this form and place it in the mailbox of Clay Shorkey. If ordered, the video will be copied and the original will stay in the LRC archives.  The copy will

be checked out as per usual.

Special Note:  We do not have funds to order books for the faculty.

