
Mid-Year Computer Equipment Purchase Request 
Outside of Annual Budgetary Process 

This form must be completed by the individual requesting the purchase and approved by the Dean of Faculty or 
Vice President of Admin & Finance (or designate) prior to purchase. Purchases made without requesting and 
receiving approval will not be approved or reimbursed. Purchases must be made using a College purchase order 
or corporate credit card, in order to assure tax exemption. Please read the instructions on page two of this form. 
Section I. Request 
To be filled out by the individual requesting the purchase. 

Section II. Approval 
To be filled out and signed by the Dean of Faculty or Vice President for Admin & Finance (or designate). 

Account Number: ____________________________   Date: __________________ 
to Be Charged 

Approved by: ______________________________________________ (signature) 

Hamilton Barcode # ____________(for LITS use) 

• Computer/Printer is College property and is eligible for LITS configuration, software installations,
service and maintenance.

• Computer/Printer is College property but is not eligible for LITS configuration, software installations,
service and maintenance.

• Computer/Printer is to be on the replacement plan.
• Computer 4-year cycle
• Printers 6-year cycle

• Computer/Printer is not on the replacement plan.
• Computer/Printer requires a separate service contract.

Copies to��LITS�W�����]�•�›�Z���u�]�o�š�}�v�X�����µ 
Individual submitting request 

Department:   Make: 

Name: Model: 

Date:  Cost: 

Statement of Need/Reason for Request: 






