Equipment or Furniture Requests

(Please fill out a separate form for each equipment type requested.)

When you have completed filling out the form, you will need to send it to your supervisor:

1. Complete the form.

2. Send the form electronically to your supervisor:

· You must first save the form as a Word document.  Click on File, Save As…
· Select a folder (or the Desktop) to save the document.
(The document will now be a Word document.)

· Open the document in Word.

· On the Menu Bar, click on File.

· From the drop-down menu, click on Send to and Mail Recipient (as Attachment).
(If you do not have Mail Recipient (as Attachment), select Mail Recipient.)

· Outlook opens.  Select the person to whom you wish to send this and send as usual.

	Add/Replace:

Select from the drop-down list. 

Select Add if the item stays in the same Cost Center.
	 FORMDROPDOWN 


	Disposition of Replaced Item(s):

Select an option from the drop-down menu.  If “Other” or “Transfer” is selected, please explain in the “Remarks” section how these replaced items will be used.
	 FORMDROPDOWN 
  

	
Please indicate MCC # of replaced item(s).
	     

	Priority: 

Select a priority option from the drop-down list.
	 FORMDROPDOWN 


	Equipment Type:

Select only one.
	 FORMCHECKBOX 

	Bookcase – Medal 2 shelf
	$230
	 FORMCHECKBOX 

	File – Lateral 2 drawer
	$350

	
	 FORMCHECKBOX 

	Bookcase – Medal 4 shelf
	$310
	 FORMCHECKBOX 

	File – Modular lateral 2 drw
	$420

	
	 FORMCHECKBOX 

	Bookcase – Modular 2 shelf
	$225
	 FORMCHECKBOX 

	File – Modular lateral 3 drw
	$590

	
	 FORMCHECKBOX 

	Bookcase – Modular 4 shelf
	$300
	 FORMCHECKBOX 

	File – Modular lateral 4 drw
	$725

	
	 FORMCHECKBOX 

	Bookcase – Wood 4 shelf
	$300
	 FORMCHECKBOX 

	File – Modular overhead
	$1,200

	
	 FORMCHECKBOX 

	Chair – Classroom Ht. Adj.
	$180
	 FORMCHECKBOX 

	File – Modular vertical 4 drw
	$395

	
	 FORMCHECKBOX 

	Chair – Classroom Stack
	$67
	 FORMCHECKBOX 

	File - Modular vertical 5 drw
	$440

	
	 FORMCHECKBOX 

	Chair – Conference Rm
	$325
	 FORMCHECKBOX 

	File – Wood Overhead
	$500

	
	 FORMCHECKBOX 

	Chair – Executive
	$475
	 FORMCHECKBOX 

	Keyboard tray
	$200

	
	 FORMCHECKBOX 

	Chair – Guest
	$150
	 FORMCHECKBOX 

	PC Desktop
	$1,100

	
	 FORMCHECKBOX 

	Chair – Std Office 
	$400
	 FORMCHECKBOX 

	PC Notebook – New 
	$1,800

	
	 FORMCHECKBOX 

	Credenza – Modular
	$950
	 FORMCHECKBOX 

	Storage Cabinet
	$595

	
	 FORMCHECKBOX 

	Credenza – Wood
	$650
	 FORMCHECKBOX 

	Table – 18 x 60
	$250

	
	 FORMCHECKBOX 

	Desk – Modular w/return
	$1,500
	 FORMCHECKBOX 

	Table – 18 x 72
	$290

	
	 FORMCHECKBOX 

	Desk – Wood 
	$700
	 FORMCHECKBOX 

	Table – 24 x 60
	$280

	
	
	
	
	 FORMCHECKBOX 

	Table – 24 x 72
	$310

	
	
	
	
	 FORMCHECKBOX 

	Table – Computer 24x72
	$370

	
	
	
	
	 FORMCHECKBOX 

	Table – Conference 
	$300


	Item Description: Enter only if you have not selected an item from the Equipment Type list.
	     

	Initiative:

Select an option from the drop-down list
	 FORMDROPDOWN 


	Campus:

Select a campus from the drop-down list.
	 FORMDROPDOWN 


	Building:

Enter the name/ number of the building.
	     

	Room:

Enter the room number.
	     

	Quantity:

Enter the quantity.
	     

	Unit Cost:

Enter the unit cost, if known.  .  Do not put in a $ sign.  (E.g. if it is $100.00, type 100.  If it is $25.75, type 25.75.)
	     

	Activity:

Enter a short description if several items are related to the same activity (E.g. furnishing a new office – could be called “Project A”)
	       

	Need Date:

Enter month/year the item is needed.


	       

	Justification:

Explain why item is needed.
	     

	Remarks:

Any additional information for IT or Facilities.
	     








