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	SECTION 1 – General Details
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	1.03 If New Staff, Start Date
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	1.05  Faculty, Department or School Name
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	1.07  Campus
	[bookmark: __Fieldmark__12_2113643714][bookmark: __Fieldmark__12_2113643714][bookmark: __Fieldmark__12_2113643714]     
	1.08  Mail Number
	[bookmark: __Fieldmark__13_2113643714][bookmark: __Fieldmark__13_2113643714][bookmark: __Fieldmark__13_2113643714]     

	1.09  Room
	[bookmark: __Fieldmark__14_2113643714][bookmark: __Fieldmark__14_2113643714][bookmark: __Fieldmark__14_2113643714]     
	
	



	SECTION 2 – Funding Details & Authorisation

	2.01  Funding Type
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	[bookmark: __Fieldmark__25_2113643714][bookmark: __Fieldmark__25_2113643714][bookmark: __Fieldmark__25_2113643714]   
	[bookmark: __Fieldmark__26_2113643714][bookmark: __Fieldmark__26_2113643714][bookmark: __Fieldmark__26_2113643714]   
	[bookmark: __Fieldmark__27_2113643714][bookmark: __Fieldmark__27_2113643714][bookmark: __Fieldmark__27_2113643714]   
	X
	X
	X
	X

	2.03  Authorised By
	[bookmark: __Fieldmark__28_2113643714][bookmark: __Fieldmark__28_2113643714][bookmark: __Fieldmark__28_2113643714]     
	2.04  Position Title
	[bookmark: __Fieldmark__29_2113643714][bookmark: __Fieldmark__29_2113643714][bookmark: __Fieldmark__29_2113643714]     

	2.05  Signature
	



	SECTION 3 – Delivery Details 

	3.01  Campus
	[bookmark: __Fieldmark__30_2113643714][bookmark: __Fieldmark__30_2113643714][bookmark: __Fieldmark__30_2113643714]|_| Hawthorn
	[bookmark: __Fieldmark__31_2113643714][bookmark: __Fieldmark__31_2113643714][bookmark: __Fieldmark__31_2113643714]|_| Wantirna
	[bookmark: __Fieldmark__32_2113643714][bookmark: __Fieldmark__32_2113643714][bookmark: __Fieldmark__32_2113643714]|_| Croydon
	[bookmark: __Fieldmark__33_2113643714][bookmark: __Fieldmark__33_2113643714][bookmark: __Fieldmark__33_2113643714]|_| Prahran
	

	3.02  Special Instructions
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	SECTION 4 – Order Details 

	
	4.01  Item Type
	[bookmark: __Fieldmark__35_2113643714][bookmark: __Fieldmark__35_2113643714][bookmark: __Fieldmark__35_2113643714]|_|  Hardware
	[bookmark: __Fieldmark__36_2113643714][bookmark: __Fieldmark__36_2113643714][bookmark: __Fieldmark__36_2113643714]|_|  Software – PC
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	[bookmark: __Fieldmark__39_2113643714][bookmark: __Fieldmark__39_2113643714][bookmark: __Fieldmark__39_2113643714]|_|  Other

	ITP Cat No
	Description of equipment to be ordered.
	Qty
	Unit $                (ex GST)
	Total $                   (ex GST)
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	[bookmark: __Fieldmark__51_2113643714][bookmark: __Fieldmark__51_2113643714][bookmark: __Fieldmark__51_2113643714]     
	[bookmark: __Fieldmark__52_2113643714][bookmark: __Fieldmark__52_2113643714][bookmark: __Fieldmark__52_2113643714]   
	[bookmark: __Fieldmark__53_2113643714][bookmark: __Fieldmark__53_2113643714][bookmark: __Fieldmark__53_2113643714]     
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	SECTION 5 – Business Case (Non-Standard or High Level Equipment only)  

	5.01 Specify reasons for non-standard or high level equipment.

	[bookmark: __Fieldmark__56_2113643714][bookmark: __Fieldmark__56_2113643714][bookmark: __Fieldmark__56_2113643714]     





	SECTION 6 – ITS Compliance Authorisation (For ITS Use Only)
(Only required for Non-Standard requests - To ensure equipment will operate within Swinburne’s IT environment) 

	6.01  Technician Name
	[bookmark: __Fieldmark__57_2113643714][bookmark: __Fieldmark__57_2113643714][bookmark: __Fieldmark__57_2113643714]     
	6.02 Compliant?
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	6.03  Comments
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	SECTION 7 – Equipment being replaced 
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