
Welcome to Lone Star College-CyFair!  In order to assure your technical needs are met for your event/meeting, please fill out the questionnaire below. 
Building & Room Number ________
Date of Event____________ Start time_____ End time______
Display 
· LCD projector and screen
· Video- DVD, VHS, imbedded web video      please specify__________________________________
· Use of desktop PC in podium
· Bringing own laptop (PC or Mac)     please specify _________________________________
· Powerpoint, Excel , or other MS Office application   please specify ________________________________
· Overhead Projector
· Wireless presenter/clicker
Audio
  Microphones- podium, wired, or wireless and how many of each
· Lectern/Podium
· Wired microphone on mic stand
· Wireless
· Handheld                        Lapel  
· Computer audio for presentation
· CD/radio 
Technical
· Internet access
· WiFi access for outside laptop
· Printers
NOTES
*There are different room setups across campus.  Please submit all requirements to the Events Planning staff who will make every effort to accommodate your request. All presentation materials (PowerPoint, video web links/files, CD-ROM/DVD, etc.) should be sent to CyFair Events Planning at least one business workday before your event date so they may be loaded and tested using the equipment in the room assigned. IT is unable to guarantee the availability of services that are requested with less than one workday notice or that was not requested through Events Planning.
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**For Main Stage or Black Box Theatre events, Lone Star College-CyFair employs a contracted vendor to operate equipment for all events/shows.  The cost is $45/hour with a mandatory 4- hour minimum charged.  If using either of these spaces, please request at least 1 week before your event date with CyFair Events Planning so the contractor listed below can be booked to assure availability. The requestor is also responsible for payment of services rendered.  It is advised that a one workday advance cancellation is required to avoid technician charges.
Light & Sound Recording Studio
Brent Champagne- brent.champagne@hccs.edu
10214 Georgibelle Drive
Suite 100 
Houston, TX 77043
281-923-8100




Signed  

Date   


***Please send this form to the following:
         CyFair Events Planning Cy-Fair.Events.Planning@lonestar.edu
         Tamla Garner  tamla@lonestar.edu
         Kyle Curran    kyle.c.curran@lonestar.edu
           LoneStar-Cyfair Service Desk CFServicedesk@lonestar.edu
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