Division of Academic Affairs

Instructional & Lab Equipment Requests 

January 2013
The instructional equipment request is an opportunity for Academic Departments to request equipment needed for classrooms and labs. Requests for funding must be for items related to the teaching of students (direct instructional support) and may not be used for faculty offices, clerical needs of the department, or dispensable items, which are normally included in department or program budgets. Funds vary annually, and there are almost always more requests for support than available funds can cover. Therefore, allocated funds will be designated for a specific purpose and not all requests are likely to be approved. 
Instructional equipment funding is monitored closely for future reporting to State System auditors.  Therefore, funds may only be used for the approved purpose after allocation.  After the purchases are complete, any remaining balances must be returned to the Provost’s Instructional Equipment account. Remaining balances may not be used for any other purchase. Jennifer Cummings will work with you to manage the transfer of any funds to or from your accounts.
Procedure:

· Faculty discuss needs and justifications for equipment and software with their Department Chair.  As a department, the needs are prioritized, and the Department Chair submits recommended requests with justifications to Jennifer Cummings by February 1. The justification must include an estimated cost for the purchase, including estimated shipping costs. Technical equipment, software, video, or audio equipment must be approved and ordered by Campus Technologies to ensure compatibility with existing architecture.  Your department’s Instruction Equipment Fund Center account will be used for the actual purchase after awarded funds are transferred. 

Keep in mind that competitive bidding is strongly encouraged and that certain larger purchases require a bidding process. The purchasing manual which contains relevant information is available on-line at http://www.mansfield.edu/~purchasing/. 
· The Deans will review requests, consult with the Provost as necessary, and designate funds to be allocated from available funding. Department Chairs and Campus Technologies will be notified of what has been approved, and allocations of funds will be moved to each department's instructional equipment account by late February. 
· All purchases of non-technical instructional equipment should be prepared by secretaries and sent to Purchasing for processing as soon as possible after the approval. Signature approval by the Office of the Provost is not required for these purchases. 
· Technical equipment purchases will be prepared by Campus Technologies. Delivery of equipment to divisions will depend upon the schedules of Receiving, Media Services, and Technical Resources to handle the delivery and installation. Purchases will be held until installation scheduling can be coordinated to ensure latest technology available, maximized warranty periods, etc.  
INSTRUCTIONAL AND LAB EQUIPMENT REQUEST FORM

Requesting Department or Program: ________________________________________
Date Submitted: ______________________________ 
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	Justification 

(Including Consequence of Not Purchasing)
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Please submit this form to Jennifer Cummings by February 15, 2013.
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