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Educational Technology Requests 


The OPCAP site is no longer accepting submissions for 2009/2010.


Submitting Forms: 
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Fill out and submit the required form listed below.
You will receive a confirmation e-mail.
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Print confirmation e-mail.
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Submit your confirmation e-mail to appropriate committee or individual for sign off and/or ranking. 
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Deans or Directors will send completed form to Chris Worsley through inter campus mail. 
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1. Additional PC – Employees. 


Use this form if you do not currently have a computer. Although computer requests do not need to be ranked, FEC’s and Deans/Directors still need to review the requests. Each computer request should be on a separate form. Contact Allan Pukila if you have questions, or your request involves non-standard technology or applications. Please see the Educational Technology Guidelines for more information.
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2.Additional PC – Student Use 


This form can be used to detail multiple computer requests per location, e.g. 4 PC’S in 1 room = 1 form. However, each location requires the detail on a separate form, e.g. 4 PC’s in 4 different rooms = 4 forms. Contact Allan Pukila if you have questions, or your request involves non-standard technology or applications. Please see the Educational Technology Guidelines for more information.
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3. Learning Technology Request 


Unless they are college-wide, these need to be ranked, with a separate form for each employee/location. Contact Rob Linschoten if you have questions, or your request involves non-standard technology or applications. Please see the Educational Technology Guidelines for more information.


[image: image11.png]


4.Early Replacement PC 


You do not need to request a ‘computer renewal’. If your computer is 4 years or older, it will automatically be replaced as part of the 4 year replacement cycle. Use this form only if your computer is older than three years in age but not old enough for automatic replacement and you need a replacement this year. Contact Allan Pukila if you have questions, or your request involves non-standard technology or applications. Please see the Educational Technology Guidelines for more information.
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5. Substitute PC Technology 


Use this form if you want replacement PC technology, for example if you have a desktop PC and want it replaced with a laptop. Contact Allan Pukila if you have questions, or your request involves non-standard technology or applications. Please see the Educational Technology Guidelines for more information.


[image: image13.png]


6. Software Request 


Software requests may be ranked at the deparmental level. This may be beneficial in the adjudication of the requests. However, the FEC’s and Deans or Directors will still need to review the requests for accuracy and completeness. Use one form for each software package, regardless of the number of users. Contact Allan Pukila if you have questions, or your request involves non-standard technology or applications. Please see the Educational Technology Guidelines for more information.
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7. Peripheral Request 


Many peripheral items are not Capital items by themselves. These must be purchased as class-sets costing more than $1,000 to qualify for this process. Please see the Educational Technology Guidelines for more information.
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Guidelines for Submitting Forms - 
1. Please answer all applicable questions fully to ensure TPMC & ETF have the information they require to adjudicate your request. Please have your Dean/Director review the requests and sign the printed copy of your online submission. 
2. Please consult with CEIT/Facilities in order to identify any related infrastructure costs (includes wiring, heating/air conditioning, and any additional furniture and/or fixtures). 

3. There is no carry-forward list. If you made requests in 2008/2009 and these were not funded, you will need to make your requests again for 2009/2010 if the items are still needed. 

4. Purchases of software (both new and upgrades) are considered to be capital as long as the cost (either individually or as a classroom set) is greater than $1,000. Yearly site licenses or maintenance agreements, however, are not capital and must be purchased with operating dollars. 

5. Do not submit any requests you are planning to use the employee FTE-based departmental allocation. Items purchased under this category must also meet the capital definition, but the per-unit cost is set at $300 or greater (compared to $1,000 or greater for the rest of the capital process). 

6. In addition to the online form submissions process, submit printed copies of your requests with the requisite signatures to the Finance Office, Attention Chris Worsley (local 5368) by February 5th, 2009. 
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