

Dept. Name   

2012-13 BUDGET 

CAPITAL EQUIPMENT REQUEST

Please complete an equipment request form for each capital item of furniture or equipment other than computer equipment your department is requesting for the 2012-13 budget year. If you are requesting more than one item, prioritize the requests using 1 as highest priority, 2 as second, etc.

Capital equipment is defined as tangible property with a unit cost of over $1,000.00 and an expected useful life of more than 2 years. For example, a typewriter costing $1,100.00 is a capital item. Two chairs costing a total of $1,100.00 are not, since each item has a unit cost of $550.00. Such equipment type non-capital items must be included as detail in your supplies budget.

Item Description:  



(Make, Model, Type of Item, etc.)

Actual/Estimated Cost: $   

Possible Funding Sources other than Budget:   


COMPLETE THE APPROPRIATE SECTION BELOW

REPLACEMENTS

Description of item to be replaced:   

Serial #:   

Reed Equipment Inventory #:   

Disposition of Old Item:
Trade in:   

Sale:   

Garbage:   

Reason Replacement is Necessary:   


NEW ACQUISITIONS

Reason Purchase is Necessary:

Signature:   
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