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1) Member fills out request sheet and writes it on the schedule board.
2) Staff checks the schedule board to verify that member has booked it correctly.
3) Staff books member’s request into FACIL.
· If member fills out a portable equipment form, that form goes in Terlonzo’s door.
· If member fills out an edit request form, that form can be thrown away.
The Book of Logs:

Members do NOT fill out this book anymore. This book is now kept in the Equipment Room and it is where portable equipment request forms are filed.

When the member comes in to pick-up equipment, take the request form out of the book, pack their kit, and print the FACIL info on the other side of this request form.

(If you cannot locate The Book of Logs, please consult Terlonzo)
Taking Requests over the Phone:

If staff takes a request over the phone then same staff person

MUST fill out the schedule board!

If staff person books directly into FACIL and wants to bypass filling out the portable form, then staff MUST type into the notes section of FACIL any and all accessories such as cables, bags, extension cords, etc.

If staff books an edit suite over the phone, the hard drive MUST also be booked.
Equipment Pick-up:

When the member comes in to p/u equipment, he/she MUST sign off in 1 of 2 ways:

- If the member has already filled out a portable request form and signed it, then that's cool.

- If staff has booked it over the phone and member did not fill out the portable request form, then print out the FACIL form on a blank sheet, and have the member sign it.

PLEASE NOTE: If there is no member signature and damage happens to the equipment in question, the staff person who booked the equipment may be liable for the cost to repair or replace the equipment.

Staff Reservations:
When staff makes a reservation in FACIL for personal use, staff production or class – which INCLUDES filling out schedule board, the staff person must go into FACIL and mark “completed” at the end of the session. If staff cancels a workshop, this must also be “cancelled” in FACIL and on the schedule board.

If you have questions about these procedures – please ask Terlonzo.

Your cooperation is appreciated.

