
MATERIAL REQUEST FORM


Please provide the following information when requesting materials from any of the following resource materials programs: Instructional Computer Software Videotapes or Fast Forward Learning Instructional Audio Tape programs.  For information and eligibility requirements for each please contact the OHR Training Team, Office of Human Resources on 240-777-5000.

Item ID Number
Item Description/Title
Date Requested

















Requester's Name/Responsible Party

Phone
Social Security Number



Department
Work Location/PONY Address



Signature of Responsible Party
Date



MAIL REQUEST TO TRAINING SECTION, OFFICE OF HUMAN RESOURCES, EOB 7TH FLOOR OR FAX 240-777-5128. ALL VIDEOTAPES MUST BE PICKED UP AND RETURNED IN PERSON.  

RESPONSIBLE PARTY WILL BE CHARGED THE REPLACEMENT COST FOR LOSS OR DAMAGE TO ANY MATERIALS.

TO BE COMPLETED BY TRAINING SECTION ONLY



Item(s)/date sent out:
Material due back on: 
Initials













