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SAMPLE LETTER TO PROFESSOR REQUESTING SYLLABUS FOR ALTERNATIVE MEDIA PURPOSES

________(Date)

Dear Professor ____________________________:

I am currently registered for your ___________ class and I will be requesting an alternative format of the textbook(s) through the Office of Services to Students with Disabilities’ (SSWD) High Tech Center. The High Tech Center facilitates alternative print format requests for students who are eligible for this service through SSWD.  In order to facilitate the alternative format production process, the High Tech Center has requested that I obtain a copy of the syllabus, as well as other handouts for your class, on disk.  If you have any further questions, please call the High Tech Center’s Alternative Media Specialist or Coordinator at (916) 278-7915.  You may e-mail the syllabus and other handouts directly to Allison Ehresman (Alternative Media Specialist) at ehresman@csus.edu. 
Thank you for your time and consideration.

Sincerely,
_______________________(Name)
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