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Procedure 
 
1. The Chair/Director of each of the 
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2.   Each request must be included on the ANNUAL EQUIPMENT REQUEST FORM (provided), and 
submitted electronically. 

 
3.   Each Department/School/Center/Library/Academic Unit must provide a summary page that 

identifies the Department/School/Center/Library/Academic Unit seeking funding, provides a list in 
decreasing priority of all items being requested, a definitive price for each item, and the total amount 
being sought by the Department/School/Center/Library/Academic Unit. 

 
4.   Items on the list should be clearly prioritized under the "Department/School/Center/Library/ 

Academic Unit” on the Annual Equipment Request Form. 
 
5.   Items on the list must be clearly categorized in terms of their relation to priorities of the 

University, and indicated in the space provided on top of the REQUEST FORM.  These are the 
categories: 

 
Category 1:  Replacement of broken, worn-out or stolen equipment. 
  
Category 2:  Equipment’s main purpose is for use in graduate program courses (when justified 

by student demand). 
  
Category 3:  Equipment’s main purpose is for use in upper-division major courses (when 

justified by student demand). 
  
Category 4:  Equipment’s main purpose is for use in lower-division major courses (when 

justified by student demand). 
 
Category 5:  Equipment’s main purpose is for use in non-major service courses (when justified 

by student demand). 
 
Category 6:  Equipment’s main purpose is for use in General Education courses (when justified 

by student demand). 
 
Category 7:  Equipment to enhance faculty access to computing in support of instruction or 

research. 
 
Category 8:  Equipment to provide access to new technology in the field. 
 
Category 9:  Equipment to make possible the addition of new courses, specializations or other 

activities. 
 
Note:  A Department/School/Center/Library/Academic Unit may decide that an item in Category 2, for 

example, is of higher priority that one in Category 1, because some worn-out equipment may 
not need to be replaced as urgently as equipment needed to provide access to a course. 

 
6.  The justification of the equipment request should indicate for which course(s) or activity the 

equipment will be used, whether the course(s) is (are) General Education, service course, required 
for the major, lower or upper level.  It is also required to indicate the number of students involved in 
the course(s) for which equipment is being requested.  If the equipment is to be used for research, 
then the list of faculty that will be using the device should be listed. 
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7.   The justification of the equipment request should briefly explain the instructional and/or research 

purpose(s) for which the equipment will be used in language understood by all faculty.  This 
justification can be done on the REQUEST FORM or on additional pages as required.  This 
justification is the primary means for determining funding. 

 
8.   
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