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Hardware/Software Quotation Request Form




* Employee:

* Date:


* Department:



* Computer Platform:  (

Windows or 

Macintosh ) (

Desktop or

Laptop )

* Model of Computer:


* Printing Needs:






*Software Needs:






Note:  Other than Microsoft Word and Outlook

* Other Needs:






Quotation Completed By:

Total Price of Equipment:
$ 


IT Department



Approval for Purchase:

 FORMCHECKBOX 
  Capital Asset



Department Head / Manager

Capital Asset Approval

* User required  (put “N/A” if not applicable)
IT Manager Initial:



Second Page Must Also Be Completed!!
Is this for a new employee?
Yes

No



If “No,” what is the primary purpose and goal that this request is to satisfy?










Is this request replacing existing hardware/software?
Yes

No



If “Yes,” please explain why, and what is going to happen to the existing hardware/software.










Is this request supplementing existing hardware/software?
Yes

No



If “Yes,” please explain in detail your existing hardware/software configuration that limits you now.









Please add anything here that you fell is pertinent information regarding this request:









Revised 02/02/2001   

