Software/Printer Request Form
To be filled out by ANY department wishing to purchase software or printers for use with University IT equipment.  Please send all completed forms attached in an e-mail to the IT department for evaluation.



Department Name:       
Software Name/Company Name:      
Purchase Cost of software:      
Annual maintenance/support costs of software:      
Purpose/Function of desired software: 

     
Do you already have software that performs this function?  If so, why do you need this new software?  What does it do that the old one does not?

     
Have you looked at alternative providers of the same types of software?  If so, why did you choose this software over the others?

     
Have you looked for free/open source alternatives?  If so, why did you choose this software over the others?
     
Does the software require Averett IT server resources or further equipment to be purchased?
     
What are the minimum requirements of this software?  If these are not available, please list a web site or other resource where such information is available.

     
If software is web based are sensitive records (SSN, student demographic or grade information) being transmitted outside of campus?

     


If requesting a printer, is there printing capability available in your department on the same floor? 

     
What is the approximate cost of the printer? 

     
Has a PO been issued to purchase the printer?

     


Department Head Signature (typed signatures accepted)      






