Instructions for the Provision of Student Exams in Alternate Formats  
WHAT IS NEEDED:

· E-mail the file in a Microsoft word or rich text file to: ehresman@csus.edu  with the pertinent information from the Information Sheet included in the e-mail (this is the best option for a faster turn around), or
· Crisp, clean paper copies are acceptable. However, the conversion process might take longer than the minimum 3 business days.

PROCESS:

· Please deliver the above to the High Tech Center, Attn: Allison Ehresman, a minimum of 3 business days before the scheduled exam. If there are complicated tactile graphics involved, it might take longer for the conversion process. The High Tech Center Alternative Media Unit is located in the AIRC, Room 2010. 

· If the student is taking the exam at the Testing Center, the brailled and/or E-text version will be sealed and delivered to the Testing Center.  If the student is taking the exam elsewhere, the brailled and/or E-text exam will be delivered to your department office.

If you have any further questions, please contact Allison Ehresman at 916-278-6866.

INFORMATION SHEET

Professors:
   Complete this information sheet, include with the electronic or hard copy of exam.  

Email to ehresman@csus.edu or deliver to the High Tech Center, Academic Information Resource Center, Room 2010, Attn: Allison Ehresman; Ext:  8-6866

Student:       

Exam Date:       

Instructor:      

Phone Ext:         


Dept. Office Location:      

Class:       


Professor’s e-mail address:      


Campus Zip:      ____________________________________

Will student be taking the exam in the Testing Center?  

Yes  FORMCHECKBOX 

No   FORMCHECKBOX 

 (If no, the exam will be delivered to your department office.)
Special Instructions:  
     

HTC use only:	Rec’d by HTC :	  	Del’d  to TC		Disk returned:  	











