RVCC Computer Technology Committee

Request Form 

for Software/Hardware Purchase 

and/or Download/Installation 

	Request Form 

Part A

(Complete Part A after meeting or conferring with Information Services (Mark & Marie)

	Name:     
	Department:     
	Date:  5/19/09 FORMTEXT 

5/3/09


	Priority:   FORMDROPDOWN 



	Type of Request:     FORMDROPDOWN 
    Other:     

	Product/Company Name:     
URL:       

	Cost:$       Source of Funding:   FORMDROPDOWN 
    Licenses:  FORMDROPDOWN 


	Reason for Request:      


	Is hardware available at the college to run the software?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Number of Departments/Programs Served:       

	How will this effort be duplicated at the Keene Academic Center?       


	Is any training required?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
      If so, what is the cost?  $     

	Email Document  to Information Services (Mark Rowell and Marie Couitt)


Request Form 

Part B 
    Response to above Request Part A (completed by IS and VPAA’s office)
	Date Received by IS (Mark Rowell)          
	Date Received by VPAA

(Sue Henderson)

         
	Date Reviewed by

Computer Tech Team    

        

	Recommendation of Computer Tech Team

Approved   FORMCHECKBOX 
              Denied   FORMCHECKBOX 

	Date Submitted to President         

	President’s Decision   FORMCHECKBOX 
 Approved    FORMCHECKBOX 
  Denied        Date      
Rationale      


	Implementation Date (if Approved)       

	Comments       



Procedure for Requesting a Software/Hardware Purchase

and/or Download/Installation

1. Download the request form from Blackboard by going to Claremont Campus Communications under My Courses and then opening Useful Forms on the menu. There are two parts: Part A and Part B.

2.  Meet or confer with Information Services (Mark Rowell) to review questions about Part A and then complete Part A and email it, along with Part B to IS (Mark Rowell mrowell@ccsnh.edu).

3. M. Rowell will check and date Part B and forward it to the VPAA’s office (Sue Henderson, Diane Carroll) where it will be dated, reviewed and placed on the agenda for the next Technology Committee’s meeting. 

4. The Technology Committee will recommend to approve or to deny the request. 

5. If approved by Technology Committee the request goes to the President for final approval. 

6. If the President approves the request, the VPAA’s office will send the completed Request Form to the request’s originator and to Information Service and the purchasing process will begin or an appointment for download/installation will be scheduled. 

7. If your request is denied the VPAA’s office will send the request form back to the originator with the reasons for its disapproval. The originator can appeal by making a request to attend the next scheduled Technology Committee Meeting with the VPAA’s office. 

8. For regular computer related problems and fixes use the current IS work order form or call/e-mail Mark or Marie with your specific request.

