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TITLE: Requisition Processing
Requisitions needing Prior Review

Purpose
The purpose of this guidelineisto define aprocedure forobtaining priorreview before ordering
of goods or services can proceed.

II. Procedure
Contact Facilities Management at extension 3488 for the following:

e AirConditioners

e Space Heaters

e Equipmentrequiringroom modification, specialinstallation or specificpowersource
needs

e Carpeting

Contact Soteris Tzitzis, University Services, at extension 3257 for the following:

e Telephones

e CellularPhones

e Contracts

e When purchases over $50,000 are anticipated

Contact the ITS Service CenterviaTracker request forthe following: (alsosee Guideline #118)

e Computerhardware, software, and peripherals (anything that goesin, on, orconnects
to a computer) and audio visual equipment (drones)

e ComputerMiscellaneous Supplies and Accessories

e Software, Apps, Cloud-based Services

e Computing Devices, Equipment, or Accessories (Includes Tablets, Laptops, & Measuring
Devices)




