FACULTY REQUEST FORM/ Fall 2008
Services provided by the Language Learning Center (LLC), O’Hara 306
Please use separate request form for each course
Please return all requests to M.Karam, O’Hara 308 or by email to karamm1@scranton.edu
Professor name  _______________________________________________
Text title_____________________________________________________
Course number and title ___________________Number of students _____
Email ________________________________   Tel. _________________
Please check services you would like to request:

1. _____ Place materials on reserve in LLC for class 
All reserve requests are posted at staff front desk in LLC under professor’s name & course title to provide “easy reference” list for LLC staff to better serve your students. Please list all materials your students will be requesting to use in the LLC this semester. 
Do we have these materials in the LLC or is it your personal copy you wish to place on reserve?_______  LLC materials     ____my copy >   Please drop off with this request.

____________________________________________________________________
____________________________________________________________________

____________________________________________________________________
2. _____ Reserve the LLC for class period
Date __________________ Time _______________

The LLC provides an introductory worksheet guide for new students which faculty may use in conjunction with introducing their specific text/course related materials in LLC.
3. _____ Reserve the Satellite Room 
Date __________________ Time _______________

Please limit use to view satellite programs, movies to small groups or special meetings.
4. _____ Copy materials   (we cannot burn CD’s)
Videotape?____                    Audio cassette tape? ____      
Title ______________________________________    No. of copies ___
Deliver to professor ________              Place on reserve in LLC _______

5.  ____  Tape satellite TV program
Program title ________________________ Channel ____   Date________ Time ______ Deliver to professor ________              Place on reserve in LLC _______
Other request information: __________________________________________________
________________________________________________________________________
Please return request to M. Karam, office O’Hara 308 or karamm1@scranton.edu Thank you!
