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Equipment Request Form
1. Instructors are REQUIRED to fill out a request form for EVERY term that they teach. Do not assume that we know the room, equipment, or lab you will need.

2. Every effort will be made to accommodate your needs. However, all requests are honored on a “first-come first-served” basis. If your request is late, you may not receive the equipment or room you have requested.

3. Any audio/visual or computer equipment requests must be scheduled a minimum of ONE WEEK in ADVANCE due to the limited amount of equipment available.

4. We ask all instructors to please convey this information to their students BEFORE they begin their equipment requests for presentations.
5. All classrooms are equipped with TV/VCR and an overhead projector.

6. After filling out this form, send it to Sima Tarokh – IT Coordinator at email tarokh@webster.edu or fax: (816) 444-1740. 

7. Faculty are responsible for the care and storage of equipment requested for their room. Be sure to properly disconnect and store equipment at the end of each class session. If you need assistance, please see Sean Downes at the front desk.
	Instructor’s Name: __________________________________________    Today’s Date: ___/___/____
Requested By: (If other than Instructor.) _________________________________________________

[image: image1.jpg]Term:  (Check one.)    Spring 1            Spring 2           Summer           Fall 1           Fall 2 
Course: ___________________________               Day of the Week: ___________________________
Equipment Requested: (Check all that apply for regular classroom.)


     LCD Projector
   Laptop
    Internet Access
   Speakers
    Mouse


     Remote
     Video Camera / Tripod
     Portable Radio/CD Player
      ELMO


     DVD Player        Other: ______________________________________________________
Dates Need: _________________________________________________________________________

	Computer Lab Needed: (Check one.)          Yes
     No

Preferred room? _______________________

Lab classes will be given priority status over non-lab classes. Please note that if all labs are scheduled, you may only be allowed to reserve labs for ½ periods: 5:30 – 7:30 or 7:30 – 9:30.


Additional Equipment Request forms are available Online at http://www.webster.edu/~tarokh , or from Sean Downes at the front desk. Any equipment or room rescheduling must be submitted to Sean Downes (816) 444-1000. 
1200 E 104th St, Suite 100, Kansas City, MO 64131

Ph: (816) 444-1000   Fax: (816) 444-1740

www.webster.edu/kc


