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LAS POSITAS





FORWARD:
The California Community College Budget and Planning Manual provides direction for Instructional Equipment Requests.  While we would like to hold to the spirit of the directions, these are general guidelines and exceptions can be made.
1) Instructional Equipment is defined and identified as follows -
A
Equipment purchased for instruction and student service activities involving presentations and/or hands on experience to enhance student learning and skills development.
B Equipment shall mean tangible district property of a more or less permanent nature that replaces, modernizes or expands an existing instructional program.
C Furniture and computer software which is an integral and necessary component for the use of other specific instructional equipment.
D Equipment must have a purchase price of at least $200, and a useful life of more than one year.
E Equipment must be of a relatively permanent value, and the purchase increases the value of the physical assets of the district.
2) Supplies are not eligible and are defined as follows-
A
Supplies are expendable and are consumed or wear out, deteriorate or are easily broken.
B
Supplies have a short life span; usually less than a year.
c
Examples of supplies are accounting ledgers, test tubes, and office supplies.
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Instructional Equipment Request 
SECTION 1: SUMMARY INFORMATION

Timeframe for the Request:

Fall:      
Spring:      

Year:      
Name of Requestor:      



Division/ Unit:      





Brief Title of the Request:      



Equipment Location:      
SECTION 2: DESCRIPTION
Describe the specific equipment or materials requested and a brief explanation of how it will be used.
(Please do not include cost data here.)
     
     
Check one of the following: 

The equipment is:
 FORMCHECKBOX 
 A replacement 
 FORMCHECKBOX 
 An upgrade 
 FORMCHECKBOX 
 New equipment 
How does the equipment replace, upgrade or provide new technology to the college? What do you currently have in place?

     
     
If request is motivated by a mandate, legal requirement or safety concern, please describe it and why it's important. Please provide any relevant documentation.
     
     
SECTION 3: EDUCATIONAL ITEMS

Which educational programs or institutional purposes does this equipment support? 

     
     
Is this in your Program Review?  
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
If yes, please cut and paste the appropriate wording here.  If not, explain why.
     
     
SECTION 4: TEACHING AND LEARNING

Describe in detail the impact this equipment or materials will have on teaching and learning.

     
     
Number of classes or sections (per academic year) that will be impacted:      

Will the Tri-Valley benefit from the equipment, and if so how?
     
     
SECTION 5: SUSTAINABILITY

What is the potential life span of the requested equipment?:      
How does this equipment meet or exceed basic sustainability efforts and/or provide renewable resources to the college? Please explain 

     
     
What will be required to maintain the equipment, such as regular servicing or upkeep? Who will perform the maintenance and are the costs included in the Finance Section? 

     
     
Where will the equipment be used or housed?  If new storage is needed, describe the storage, location and costs to provide for it.  Are these costs included in the financial section?
     
     
SECTION 6: OUTCOMES

How will equipment enable student learning outcomes to be achieved?  What are the consequences related to learning outcomes if request is not funded?
     
     
SECTION 7: FINANCIAL

Part 1

Total amount requested:     

Explain the details behind the amount requested above.


Equipment or Materials: 
     




Delivery: 


     


Installation: 


     






Facilities Modification: 

     







Sales Tax:


     







Other: 



     


Vendor Discount (if applicable): 
     


Total amount:


       (Attach copies of quotes or estimates)
NOTE:  Requests for computer related equipment must be reviewed by LPC IT Department


IT Department Authorized Signature:______________________
In addition to the amount requested above, what ongoing costs will be incurred per year?  This is trying to determine the total cost of ownership.



COSTS



Upkeep and Maintenance: 
     




Storage: 


     


Other
: 


     

How will these ongoing costs be paid for?
     
     
Part 2

How long will this equipment last and when will it need to be replaced? When replacement is needed, how will it be paid for? (such as another IER, grant, etc.) 
     
     
What outside sources of funding, discounts or help have you explored and what is the outcome? (items such as CTE and  grants)

     
     
Signatures:

______________________
_______________________
_______________________

Requestor



Dean




Vice President
Request Approved:
 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	Approved by:
	<Approver>

	
	

	Date Approved:
	<mm/dd/yyyy>
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