INFORMATION TECHNOLOGY DIVISION
IT Equipment Budget Request Form
This form is to be completed by individuals applying for upgrade computers and must be emailed to c.ferguson@ru.ac.za  and a copy to the HOD by the 20th September 2011.
Computer / Laptop Request
	NAME
	

	DEPARTMENT
	

	Computer required for:
	Staff
	New position
	Student
	Computer Lab

	Name of person who will be using the computer:
	

	Will this computer replace another computer?
	YES
	N0

	Do you require an upgrade or new computer
	Upgrade
	New computer 

	Information regarding computer to be replaced:

	Asset Number
	

	Is the current computer a laptop of desktop?
	Desktop
	Laptop

	Please provide motivation why this computer is required.




Printer Request
	Printer required for:
	Staff
	New position
	Student
	Computer Lab

	Will this printer replace an existing printer?
	YES
	N0

	Information regarding printer to be replaced:

	Asset Number
	

	Does your department have a networked printer or Minolta Photocopier
	YES
	NO

	If yes to above question, please provide Make (eg. Minolta, HP) and model.

	Is this machine adequate for the needs of the department.  If not, please indicate what the needs are for the department:


	Information regarding new standalone printer required

	Please motivate why a new standalone printer is needed and why use cannot be made of the multi-function printer / photocopier.  Please also stipulate your requirements eg. Black and white, colour.  



Monitor Request
	Computer required for:
	Staff
	New position
	Computer Lab

	Will this monitor replace an existing monitor?
	YES
	N0

	Information regarding monitor to be replaced:

	Asset Number
	

	Is the current monitor a LCD (flat screen) or CRT
	


Miscellaneous  Request

Please use the space provided to request new IT equipment not requested above.  
	Items required:
	Amount

	
	

	
	

	
	

	
	

	
	

	
	

	Total
	             R


