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Annual Computer, Peripherals and Software Needs Survey 2009-10           

TO:

Faculty and Academic Division Staff

FROM:

Ken Tabbutt, Academic Dean

DATE:

April xx, 2009
This memo initiates the 2009-10 fiscal year round of academic division computer upgrades. Please use this form only to request upgrades or replacements of computer equipment and software assigned to you individually. If you receive a hardware replacement (computer, scanner, etc.), Technical Support Services will pick up your old hardware when they install your new equipment so that it can be reassigned. I intend to start processing orders in May, 2009 so that systems can be delivered and installed by Fall quarter. Those surveys returned by that time will be given priority. 

Two things to note are (1) for sustainability and cost reasons, I am not approving requests for stand-alone printers unless there is compelling justification, and (2) College policy states that ALL TECHNOLOGY PURCHASES must go through our IT buyer so if you purchase computers, peripherals, software and multimedia equipment, you probably won’t be reimbursed.  Please talk to me if you have questions.
If you have previously submitted a request that has not yet been satisfied, please resubmit an updated request now, with modifications as necessary.

Name:      
Date:      
Office:      
Phone Extension:      
Please provide the following information about your current college-provided computer (if any).  If you need help finding this information, call Marshall Robinson (X5068).

Brand:      
Model:      
State ID #(s) CPU:      
Monitor:      
External devices (if any): 

 FORMCHECKBOX 
 Printer
State ID #:      
 FORMCHECKBOX 
 Scanner 
State ID #:      
 FORMCHECKBOX 
 External Hard Drive 
State ID #:      
 FORMCHECKBOX 
 ZIP Drive …………….State ID #:      

Location of equipment:  FORMCHECKBOX 
 Office

 FORMCHECKBOX 
 Home (address)      
Software (list the programs you use):      
Computer purchase funds originate from summer school revenue; $225,000 was allocated during last fiscal year (ending June 30th, 2009). Due to the budget situation, the allocation will be less for fiscal year 2009-10. 

Past history indicates that a) Academic computer requests exceed the funds available and b) Installation bottlenecks occur during fall quarter. In an effort to allocate computer purchases equitably and to spread computer installations more evenly throughout the academic year, allocation decisions will be made as follows. 

· First, I will prepare a priority list using the following criteria: 1) Age/model/condition of existing computer, 2) Congruence between proposed uses and system requested, and 3) Reasonableness of the request.

· Second, for specialized software and/or peripheral requests, I may consult with others that may have expertise in the subject area e.g., sciences, media arts, Academic Computing etc. 

· Third, I will finalize the priority list to guide computer purchases. 
TO REQUEST A NEW COMPUTER COMPLETE THE FOLLOWING:

1)
I want a:  
 FORMCHECKBOX 
 desktop
 FORMCHECKBOX 
 laptop.

2) I want a:  
 FORMCHECKBOX 
 PC

 FORMCHECKBOX 
 Macintosh.

3)
I want this computer installed in (choose one):    FORMCHECKBOX 
 my office ,     FORMCHECKBOX 
 my home  (address)      .

4)
Mark the choice which best describes the way you will use this system:

 FORMCHECKBOX 
 (a) My computer needs are basically word processing, spreadsheets, e-mail, and Internet access.

 FORMCHECKBOX 
 (b) My computer needs are (a) plus greater power for more extensive computational software (like modeling).

 FORMCHECKBOX 
 (c) My computer needs are (a) plus greater graphics capability for image manipulation.

 FORMCHECKBOX 
 (d) My computer needs are not covered above (describe).      
5) All computers come standard 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.
Besides all that, I need the following special software and/or hardware (please tell us where to find anything unusual).      
Please list the software on your old computer that you want to transfer to your new machine, indicating if upgrades are needed/requested:      
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:      









To use this form, press the “tab” key to move through the fields.


