College Liberal Arts

Computer Classroom Reservation Request
	Type of Request

· Schedule a course
· Schedule a class meeting for a course

· Schedule an event (workshop, training, etc.)

· Schedule use of mobile lab in AS Building

· Change a previously scheduled course or event 

· Cancel a previously scheduled course or event 
	Event Recurrence (not a regularly scheduled course)
· None—One time event

· Daily

· Weekly

· Monthly

· Occasionally (please indicate dates below)

	Instructor Information

Name

Email

Phone

Department

Class Number or
Event Name

Stations required

	Your Information

· Same as the Instructor 

· Other faculty or staff (provide information below)

Name

Email

Phone



	Select Date and Time 

Start and End Dates

--or--

Occasional Dates

Class or

Event Time

 Class Days

From 
             hour           minutes           am/pm

To 
             hour           minutes           am/pm

	Printer use

(  Yes           (  No
Number of pages per student during semester
List Software Needs



	Comments / Questions 
	Important Information 
Computer Classrooms are available on:
M-Th: 8:00 AM - 9:45 PM and Fri: 8:00 AM - 4:00 PM Mobile Lab in AS Building available:                             M-F 8:00 AM – 5:00 PM

All labs will be closed during the campus wide holidays. 

	Submit completed forms to Andrea Kennedy via FAX at 5-4581 or hand deliver to Technical Services LAB-300
Requests must be submitted no later than 48 hours prior to the time requested. 


