
Academic Computer Request Form
Use this form to request new computers, upgrades or replacements of computer equipment and software assigned to you individually. If you receive a hardware replacement (computer, scanner, etc.), Client Services will pick up your old hardware when they install your new equipment so that it can be reassigned. 

Please note that College policy states that ALL TECHNOLOGY PURCHASES must go through our IT buyer. If you purchase computers, peripherals, software or multimedia equipment yourself, you will not be reimbursed.  Please contact the budget dean if you have questions.
Date:     
Name:     
Email:     Phone ext:      
Office:     
Please provide the following information about your current college-provided computer, if available.  If you need help finding this information, call Marshall Robinson (x5068).

Current system:



 FORMCHECKBOX 
 Mac laptop,

ID#:     



 FORMCHECKBOX 
 Mac desktop,
ID#:     

 FORMCHECKBOX 
 PC laptop,

ID#:     



 FORMCHECKBOX 
 PC desktop,

ID#:     
External devices (if any):

 FORMCHECKBOX 
 Display,


ID #:     



 FORMCHECKBOX 
 Scanner,


ID#:     

 FORMCHECKBOX 
 External HD
,
ID #:     



 FORMCHECKBOX 
 Printer


ID#:     
Software on current system (list):
     
Location of current equipment:
 FORMCHECKBOX 
 office number      
or
 FORMCHECKBOX 
 home address:      
_______________________________________________________________________________________
TO REQUEST A NEW COMPUTER COMPLETE THE FOLLOWING:

1)
Request:
 FORMCHECKBOX 
 Mac laptop
 FORMCHECKBOX 
 Mac desktop
 FORMCHECKBOX 
 PC laptop


 FORMCHECKBOX 
 PC desktop
2)
Installation for desktop request:

 FORMCHECKBOX 
 office number:     
or
 FORMCHECKBOX 
 home address:     
3)
Mark the choice which best describes the way this system will be used:


 FORMCHECKBOX 
 (a) basic computer needs: word processing, spreadsheets, e-mail, and Internet access.


 FORMCHECKBOX 
 (b) basic computer needs, plus greater power for more extensive computational software.

 FORMCHECKBOX 
 (c) basic computer needs, plus greater capability for manipulating media files.


 FORMCHECKBOX 
 (d) computer needs are not covered above (describe):     
Note: Computers come with: Microsoft Office (Word, Excel, PowerPoint), e-mail (PC: Outlook; Mac: Entourage), Internet access (PC: Firefox, Explorer; Mac: Firefox), and Acrobat Reader software. All PC and Macs will come with a DVDR/CDRW combo drive. 19” LCD displays are standard for desktops.
4)
List additional software and/or hardware requests. (Please tell us where to find anything unusual).     
5)
List software and any version installed on your current computer that needs upgrading:     
6)
Explain why your current computer is inadequate to meet your needs.     
TO ADD TO YOUR CURRENT COMPUTER, COMPLETE THE FOLLOWING:

1) Describe any changes you need to your basic system itself (more memory, larger hard drive, bigger screen, etc.):     
2) Describe any additional devices or software you want to add to your system:     
3) Explain why these additions are necessary:     









Please email this form to: 
Ken Tabbutt, tabbuttk@evergreen.edu and Sherri Willoughby, willougs@evergreen.edu

