
HONOLULU COMMUNITY COLLEGE
EDUCATIONAL MEDIA CENTER SERVICE REQUISITION

REQUESTOR DEPARTMENT / DIVISION TELEPHONE SERVICE REQUEST#

CHECK ONE:

❏ FAX ❏ AUDIO ❏ VIDEO ❏ PHOTO ❏ WEBSITE DEVELOPMENT

❏ SET UP ❏ REPAIRS ❏ TELECOURSES ❏ OTHER:______________________________________

REQUISITION DATE

__ __/__ __/__ __

DATE DUE

__ __/__ __/__ __

TITLE OF WORK ORDER

COPYRIGHT RESPONSIBILITIES “I am aware of Copyright Laws and will be responsible for having obtained the necessary clearances.”

Signature of Requestor:

INSTRUCTIONS WHAT, WHERE, WHEN, HOW?  Includes titles and quantity

FOR OFFICE USE ONLY

EQUIPMENT REPAIR

SUPPLIES
SUPPLIES BROUGHT IN

SUPPLIES USED TECHNICIAN

COMPLETED, INITIAL:

__ __/__ __/__ __

TOTAL JOB TIME

BRAND & MODEL SERIAL NUMBER REPAIR COMPLETED

__ __/__ __/__ __
EQUIPMENT RETURNED 

__ __/__ __/__ __

TYPE REPAIR

RECEIVED BY: DATE

__ __/__ __/__ __

REIMBURSAL REIMBURSAL RECEIVED

__ __/__ __/__ __

CLIENT NOTIFIED

__ __/__ __/__ __

Print Name Signature
emca rev. 7.03
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