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ACQ – Template - Sample Personal Use Device Acquisition Form

IBPL Sample Template
Personal use Device Acquisition Form

 Personal Use Device Acquisition Form

Please complete this form in its entirety with appropriate approvals. Then email the form to helpdesk@company.com.  You will receive a confirmation the request was received immediately followed by an approval or denial within 24 hours for standard item requests.  Responses to non-standard requests will be responded to within 3 business days.

	Employee Name
	

	Phone Number
	

	Location
	

	Department Name
	

	Cost Center 
	

	Approving Manager’s Name
	

	Approving Manager’s Contact Information (phone and email)
	


Current System Information:

	
	X
	Make / Model
	Requesting
Replacement  Y/N

	Laptop
	
	
	

	Desktop
	
	
	

	Smartphone
	
	
	

	Pad/Tablet
	
	
	


	For replacements, please explain the reason current system(s) does not meet functional requirements:


	For supplemental equipment, please explain usage requirements:




	For IT Asset Manager Use Only

	Laptop (standard)
	
	Laptop (non - standard)
	

	Desktop (standard)
	
	Desktop (non-standard)
	

	Smartphone (standard)
	
	Smartphone (non-standard)
	

	Pad/Tablet (standard)
	
	Pad/Tablet (non-standard)
	

	Workstation (standard)
	
	Workstation (non-standard)
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