
JAMES MADISON UNIVERSITY
BUDGET DEVELOPMENT PROCESS
	OPERATING EQUIPMENT REQUEST FORM
	GENERAL PURPOSE 

1.	This form should be used by Educational and General units to request all operating equipment funding for next year. The completed forms will be used by your division head to allocate equipment funding to the organizational unit level for 2010-11.

2.	Do not request computer software with equipment. Computer Software is considered a contractual service. 
 
3. Do not request computer or equipment rental payments.  Rental payments are considered part of your operating budget under continuous charges (153xx).

4. The university’s Information Technology unit is seeking to standardize the level of personal computers used on campus. The following requirements should be considered as you develop your equipment request for 2010-11 

Requirements for PC replacement:  Budget to replace all PC’s equipped with processors that operate at less than 1.5 GHz (except Pentium M laptops) or have less than 512MB RAM with a new Dell OptiPlex desktop or Dell Latitude Notebook.   Requirements for Apple computer replacement:  Budget to replace all Apple computers equipped with processors that operate at less than 700 MHz or have less than 512MB RAM with a new Apple desktop (Mac mini or iMac), iMac or MacBook portable. 

If you have questions about how to determine your current computers’ specifications, please see the following web page: http://www.jmu.edu/computing/helpdesk/selfhelp/compspecs.shtml  

Recommendations for workgroup laser printer purchases: IT recommends purchasing Dell laser printers for black & white (model W5300) or color (model 5100) printing.  More information including estimated pricing for new systems is available at the following site: http://www.jmu.edu/computing/purchase

5. The Operating Equipment Request Form is available on the Office of Budget Management’s website as an Excel template.  The Excel template’s file name is “E&G Operating Equipment Template”.  After entering all data, save the file using a unique name for each request.  Repeat this process for each organizational unit.  Return an electronic copy of each request to the budget office at budget@jmu.edu with E&G Operating Equipment in the subject line.


	SPECIFIC INSTRUCTIONS 
The section that follows details the information to be provided by each organizational unit in completing the operating equipment request form. 
 
· Organizational Name — Enter the organization unit’s name for which the equipment is being requested.  
· Phone Extension — Enter the telephone extension for the unit's contact person.
· Prepared By — Enter the name of the unit's contact person or the individual preparing the form.
· Fiscal Year — Enter the fiscal year for which the equipment is being requested.

The Excel template will carry forward the information provided above in column H to the remaining sheets of the template.

· Priority  — Enter the priority number for each equipment item requested.
· Org Number — Enter the organization unit number(s) of the department(s) requesting this equipment item.
· Narrative Description of Equipment — Enter the generic name of the particular items requested.  
· Replacement (R) or New (N) — Enter an "R" if the equipment being requested will replace other equipment.  Enter an "N" if the equipment will be new (not replacing existing equipment). Enter a “PC” if the personal computer being requested is a direct result of an existing machine falling below the recommended standards detailed in item 4 of the general instructions.  
· Quantity - Enter the number (volume) of this equipment item being requested.
· Single Unit Cost — Enter the individual unit cost of each particular item requested.
· Total Request — Enter the total cost for the particular item(s) requested.  This should equal the quantity times the single unit cost. (The Excel template will calculate this field for you.)  
· Justification — Enter a concise justification for each type of equipment item requested.  
· Total — Excel calculation that summarizes the total request column.
