CSD Software & Equipment Purchase and Renewal Procedure
(Intended for all software and electronic equipment with the exception of computers, printers, and assistive technology)

Fill in the form by clicking and typing in the gray box for each question.

	PART 1: Instructional Review Process


Date:      
Name of Administrator/Teacher Requesting Approval:      
 
Location:      





Phone:      
E-mail:       

 

Name of Software/Equipment:                                                                    Version/Model:      
 

Publisher/Manufacturer:      
Software and/or Equipment is intended for:  FORMCHECKBOX 
Administrative Use
 FORMCHECKBOX 
Classroom Use

The software and/or Equipment requested is a:  FORMCHECKBOX 
 New Purchase
 FORMCHECKBOX 
 Renewal
Complete the questions below. If a question is not relevant to the software/equipment you are requesting, please enter N/A. 

Administrative Use
1. For what purpose will the software/equipment be used?      
2. Who will be using the software/equipment?      
Classroom Use

1. Grade level(s) or student population served:      
2. State Standards:
a. What state standards will be addressed?      
b. How will this software/equipment help students meet state standards?      
3. How does this software/equipment support the School Improvement Plan?       
4. How will this purchase support the CSD curriculum?      
5. Student learning outcomes:
a. What are the expected student learning outcomes that will result from the use of this software/equipment?      
b. How will you measure student achievement as it relates to the learning outcomes?      
6. Student use:
a. Why is the use of the software/equipment appropriate for the student population listed above?      
b. How and when will students be interacting with the software/equipment?      
7. Teacher’s use:
a. How will the teacher use the software/equipment?      
b. How will the teacher’s use of the software/equipment impact instruction and teacher/student interaction?      
Professional Development:
1. What type of professional development/training will be required for the software/equipment?      
2. What resources will be necessary (materials, personnel, etc.)?      
3. Who will provide professional development/training?      
	PART 2: Technical Review Process


Technical:
1. Will the software/equipment being purchased operate on the targeted equipment without any additional cost or upgrades?  FORMCHECKBOX 
YES      FORMCHECKBOX 
NO
2. Identify targeted equipment:      
3. If this is a software purchase, is the product web-based or does it require software to be loaded on the desktop?  FORMCHECKBOX 
Web-Based      FORMCHECKBOX 
Desktop      FORMCHECKBOX 
Server-Based
a. If this product is desktop software, who will maintain it?      
b. On how many computers?      
4. Overview, technical requirements, and minimum hardware/software specification sheets must be attached to this form for all requests.
5. For software purchases a copy of the software (demo CD or website where the demo software can be downloaded) must be included with your request. If demo software is not available then contact information for a vendor representative must be included.
Installation/Wiring:
1. What is needed for installation?      
2. What equipment will be purchased to complete the installation?      
3. Who will be responsible for installing the software/equipment?      
4. Are network and/or electrical wiring required?      
5. Who will be responsible for the wiring?      
	PART 3: Financial Review Process


Financial:
1. Funding must be identified and committed to prior to Technology Services evaluating the software/equipment.

a. Funding source for software/equipment:      
b. Funding source for installation:      
c. Funding source for wiring:      
d. Funding source for professional development:       
2. Does this purchase require ongoing relicensing and/or maintenance fees?  FORMCHECKBOX 
YES      FORMCHECKBOX 
NO
a. If yes, what is the funding source?      
3. Does this purchase require ongoing professional development?  FORMCHECKBOX 
YES      FORMCHECKBOX 
NO
a. If yes, what is the funding source?      
4. All necessary quotes must come from the technology office and must be attached to this request.
	Final Document Preparation:

 FORMCHECKBOX 
Attach quote(s) from technology
 FORMCHECKBOX 
Attach Software/Equipment Overview, technical requirements, and minimum hardware/software specifications
 FORMCHECKBOX 
Include demo CD, website where demo software can be downloaded, or vendor contact information
SEND COMPLETED FORM AND ALL OF THE ABOVE TO ALYSSA MOORE at Eden Support Services Center



	Building/Site Administrator Approval:

Signature Required
	Date:


	Curriculum & Instruction - Instructional Technology Approval:

Signature Required
	Date:


	Technology Approval:

Signature Required
	Date:


Approved Curriculum & Instruction and Technology
 3/09
1

