ST. IGNATIUS LOYOLA PARISH                               	AV EQUIPMENT CHECKLIST
Please complete this form as you close down and clean up after your event. When done, please submit it to the office by dropping it off, emailing it to parish@loyoladenver.org, or submitting it on the website.
If you experience a problem with any equipment, please report it to the parish staff so they can repair or replace it before other upcoming events.
Event name: __________________________ Date: _________________ Time: ___________
Sponsoring ministry or committee: _______________________________________________
Event space used: _____________________________________________________________
Event leader (contact person): ___________________________________________________
	Equipment
	Did you use it for this event?
	Did you properly clean (if needed), return, and store it after the event?
	Do you need to report any malfunctions or problems with it?

	Projector and/or projector screen
	 
	 
	 

	Wired or wireless microphone
	 
	 
	 

	Wireless Bluetooth speaker
	 
	 
	 

	Other equipment (please list) 
	 
	
	 


Completed by (print name): ______________________________________________________
Date: _____________________________
