Classroom Equipment/Room Arrangement Special Request Form
(Laptop Labs, Seminar Style Classrooms, Video Conference, Software Installations)
Please complete and return this form to your college/school designated program coordinator each semester.
	Date of Request:
	
	Semester
	

	Instructors Name:
	
	College:
	

	Contact Phone:
	
	E-mail:
	

	Course Ref #:
	
	PFX_Crs_No
	

	Time(s)/Day(s):
	
	Est. Enrollment:
	


	
	Request for Teaching Lab with Laptops 22 per room/Computers 16 in B106( Rooms and capacities: B106-cap16, B206-cap36, B224-cap28, B336-cap40)

	
	Note:  Please only reserve the laptops for the days actually needed or indicate entire semester.  You will be notified of your laptop room assignment prior to the start of classes.

	Exact Date(s) Needed:
	


	
	Request for seminar classroom configuration (A217-cap30, B334-cap15)

	Exact Date(s) Needed:
	


	
	Request for Video Conference  (A 205-cap42, B240-cap16)

	
	Note:   Please be sure and coordinate your video conference request with the appropriate parties at the remote locations.

A Neo Work order to Campus Computing is required for every day needed.

	Exact Date(s) Needed:
	


	
	Request for Special Software in Classroom or Laptop Lab

	
	Note:  In order to ensure this software will be available, this request and all software must be delivered to Campus Computing (Mail Stop A319) no later than 2 weeks prior to the beginning of classes.


	Software Name/ Description:
	


Lab install request (check all that apply)
	Teaching lab
	
	Open Use Computer Lab
	
	         Classroom PC
	


All software, manuals, and license information must be delivered to Campus Computing 2 weeks prior to the beginning of classes (SMC A319).
Please indicate if this has occurred: 

	
	Yes – Date:
	
	
	
	No – Please indicated the date this will be delivered:
	


IMPORTANT:  All Software Must Comply with U.S. Copyright Laws
	College/School Contact Name:
	
	Phone
	


AFTER ROOM ASSIGNMENTS ARE MADE, COLLEGE/SCHOOL OFFICE SUPPORT STAFF WILL SUBMIT NEO WORK REQUESTS TO COMPLETE THIS PROCESS.
	FP&M Use only  Room Assignment:
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