Lawrence University

REQUEST FORM FOR THE OFFICE OF INSTRUCTIONAL TECHNOLOGY


	Name:
	

	Department:
	

	Account No.:
	


	Quantity
	Description
	Price

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL:
	


	Comments:  





NOTE:  all items purchased with startup funds or other funds provided by Lawrence, become the property of Lawrence University. 

Signature:





Date of Request: 















Approved By:
Provost and Dean of the Faculty


Director of Instructional Technology

This form is for the purpose of purchasing items for computer hardware/software, audio-visual equipment, and other electronic devices used for the purpose of instruction.  ALL Purchase requests for these items must be coordinated by the Director of Instructional Technology.  Please complete the information below, sign and attach any quotes and/or other pricing information, and forward to the office of the Provost who will review the request and then, if approved, send on to the Director of Instructional Technology. 
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