Missouri State University – West Plains 
Hardware/Software Request Form
Description of Hardware/Software:_______________________________________________
Requested by: _____________________________
Department: ______________________
Date needed: ______________________________

This request is approved by the department/dean.  The Budget account to be used for funding the request is:    __________________________
Department Head/Division Chair: ____________________
Date: _________
Dean/Director:  ___________________________________
Date: _________
Director of Computer Services:_______________________
Date: _________


This form will be used to submit a request for hardware/software purchase/installation in the Missouri State University – West Plains classrooms/laboratories/offices. The form and the associated approval/review process will result in a formal decision by the Missouri State University – West Plains Information Technology Committee.  This format will assist Computer Services in scheduling classroom/lab hardware/software installations.  Computer Services will review the request as submitted to determine whether the hardware/software requested will function on the current campus computing network.  Timely decision making requires the form be submitted to Computer Services prior to Mid-Term each semester.  Computer Services will verify that all of the components necessary for the hardware/software requested are available, then forward the request to the Missouri State University – West Plains IT Committee for a decision.  Each request will be reviewed during the first Missouri State University – West Plains IT Committee meeting occurring after Mid-Term each fall or spring semester (April, November).  The Missouri State University – West Plains IT Committee will approve or reject each request. If the request is approved, the Missouri State University – West Plains IT Committee will assign a service level to the decision. The requestor will be notified of the resulting decision for the request to permit an RFP to be initiated by the requestor.  After Computer Services receives all approved requests from the Missouri State University – West Plains IT Committee, an installation schedule will be prepared indicating expected completion dates. Service levels will change as new technologies emerge.  Some service levels will emerge or increase, while others will decrease or be eliminated.  Updates will be provided to all users when service levels change.  A current service level policy will be posted on the Web and updated semi-annually at the beginning of each fall semester and at the beginning of  each spring semester.  

Any requests for hardware/software purchases/installations received after the submittal deadline will be reviewed and placed into a queue for processing at the next available Missouri State University – West Plains IT Committee meeting. These request may not be completed by the requested date.   
Upon completion of  required signatures (above), please forward the completed request form to Computer Services, L301.

Please Do not write below this line

WP IT Committee:


_______ Approved
_______ Service Level 

_______ Approved with noted modifications
_______ Rejected
WP IT Committee Chair: _______________________________
            Date: _______

 A.  Description of Hardware/Software  (including benefits)
Vendor Name:

Vendor Phone:

Vendor Website: 

Describe the intended use and identify benefits.

If the item is software that is to be placed on a workstation or server, please identify the minimum hardware requirements necessary to run the software. 

Intended location (buildings and rooms) where item(s) will be housed.
If the request includes purchase of items that will replace existing hardware/software, please indicate intended reuse or reallocation plans for materials/equipment that will be surplused. 
B.  Total Costs   (Please identify the specific purchase/installation/maintenance support costs for the hardware/software requested)  

Will there be a recurring cost (i.e., annual license fees)?  ______________

C.  Proposed Source(s) of Funding 

Identify the budget account which will fund purchase?
D.  Compatibility with the Current Technology Infrastructure 
(If the requested hardware/software will not be affected by any of the questions listed below, please write “NA” for that question.)

1. Will the hardware/software run on the current network? Is the hardware/software Windows Vista compatible?

2. Will the hardware/software need to be available in the Lybyer open computer lab?  If so, how many stations?

3. Will the hardware/software need to be available in any other lab (i.e., library, residence hall, nursing lab, etc.)? If so, please indicate the lab and the number of stations, if applicable. 

4. Will the hardware/software need to be available in any of the computer classrooms?  If so, please indicate the classroom and the number of stations if applicable. 

5. Will the hardware/software need to be available in any off-campus or extended campus facilities (i.e., Mountain Grove)?  If so, please indicate the location. 

6. Can the proposed hardware/software be fully accessed, used, and operated (with or without modifications) by individuals with disabilities?  Please consider functional limitations in vision, hearing, or mobility. 

7. Will the requested hardware/software affect another university unit or some other portion of the Missouri State University – West Plains’ technology infrastructure? If so, please describe.
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