Educational Technology and Audio Visual Equipment 
Budget Request Form (revised 2011)
College classrooms have the following as standard equipment: projector, computer, dvd/vhs combo unit and document camera.
This revised form is for additional educational technology equipment for the classroom/lab learning environment that is not part of the standard equipment. Please list the equipment and a rationale in the first section. Do not use this form to request program specific items such as lab simulation equipment or other lab technologies.
For A/V technology equipment requests for the Campus areas and Libraries, please use the second section of this form.

Please use the same priority rating as used in the budget:

A – Must Have 
AC – Must Have If
B – Should Have 

BC – Should Have If 

C – Nice To Have 

G – Grant/Gift Request 

To submit a request for equipment:
1. Complete the form.

2. Send the form electronically to Mary Wise by March 31, 2011.

· 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.

· Send the document via e-mail to Mary Wise by clicking on: 
File, Mail Recipient (as Attachment).

I. Classroom/Lab
	Equipment
	Campus 
	Room #
	Priority 

	
	
	
	

	Rationale:



II. Campus Areas / Libraries
	Equipment
	Campus 
	Room #
	Priority

	
	
	
	

	Rationale:




III. Contact Info
	Name
	Phone Number
	Cost Center Name

	
	
	


FY 2011-2012


