CAPITAL PLANNING, DESIGN AND CONSTRUCTION


INSTRUCTIONS FOR COMPLETING 

Group II Equipment Request (Form CPDC 2-23)
On Form CPDC 2-23, enter all equipment that meets the characteristics outlined as follows:

1.
A useful life (including extended life due to repairs) of two years or more.

2.
An identity that does not change with use, i.e., one that is not consumed by use or converted by fabrication into some other form of property.

3.
A nature that makes formal property accountability practical.

Column A: -- List the room number, the discipline, and the function (i.e., laboratory, lecture, or storage).

Column B: -- List the item and any other data pertinent to the proper classification of the item.  Also use this column to write a brief justification for the item and to explain figures in columns, D, E, 

and G.  List in sequential order all items that constitute a system or unit.

A required accessory to a major item, even though priced at $150.00 or less, is listed with the major item, e.g., "Microscope to include Extension Rod."  The total cost of this combined item includes the cost of each article.

The application for, or availability of matching funds or other pertinent information, should be noted here, if applicable.

Column C: -- Number items consecutively.

Column D: -- Enter the number of units needed for effective teaching of the courses. Include items the department has on hand, as well as those needed.  This number must be equal to or greater than the sum of columns E and F.

Column E: -- Enter the number of units available for a particular room...not necessarily units available in a particular room.  For example, for a room in a new building not yet occupied, there may be units purchased during earlier phases for temporary facilities, units in storage, or units on an approved list not yet purchased that are intended for the room.  These units are available for the room and must be listed.  When available units are moved from one room to another or from temporary to permanent facilities, make a note to this effect in column B.  "Eight units moved from Science 142," or, "Six units available from Temporary Science 139."

Column F: -- Enter the total quantity desired for purchase.  This figure may be any amount equal to or less than the remainder of column D minus column E.

Column G: -- Enter cost per unit.

Column H: -- Enter the total cost of the item, including sales tax.  Round off costs to the nearest dollar figure (50 cents or more rounded up, 49 cents or less rounded down).  These lists are computed in dollar figures only; do not show dollar signs, decimals, or zeros to indicate the cents column.
All figures in columns C, D, E, F, and G should be on line with the first line of the item in column B.

Include as the last entry an item entitled "Ordering, accounting, inventory, and placement of furniture and equipment."  Insert 3 percent of the list total.
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