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            Academic Affairs Office
MEMORANDUM

TO:
Full-time and Adjunct Faculty

FROM:
Steve Berrien, Dean of Academic Affairs

DATE:
December 5, 2005
SUBJECT:
Requests for Curricular Support Software
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President Sbrega has approved funds to be used to meet faculty requests for software to enhance the curriculum.  You are invited to submit requests for computer software you believe would enhance your ability to instruct students and meet your College responsibilities.  The Lash Center for Teaching and Learning (LCTL) will serve as a resource to assist you in identifying software and ensuring its compatibility with college systems.  Please use the attached form, one software title per form, to submit requests.  
Requests will be processed as outlined below:

· The LCTL will coordinate the process.  Academic representatives to the Technology Planning and Policy (TPPC) committee will form a subgroup to review the requests and forward recommendations to me.  If there are not sufficient funds to accommodate all requests, the TPPC subgroup will prioritize the requests.  There is a total of $8,000 in budget funds for software available.

· Please note that through the agreement the College signed with Microsoft, most Microsoft software is available at no charge.  If you have a question as to whether a program is covered under this agreement, please call Information Technology Services at extension 2134. 

· Software that assists in the instructional process is eligible for purchase with these funds.

· Software that is the content of a course is not eligible for purchase with these funds; such software must be purchased through divisional or departmental operating funds.

· Software for the production of media materials is more cost effectively located in a “public” location.  Such requests will not likely be approved for purchase for individual office PCs, especially if the software is already available in the CITE Lab. If you have a question regarding current software in the CITE Lab, contact Jym Brittain at extension 2387.

Please use the attached form to request software titles, copying it as necessary to accommodate additional requests.  It is important that all requests be received by your Divisional Assistant Dean not later than Friday, December 23, 2005. Please contact Karl Schnapp, ext. 2292, if you have any questions.
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Academic Area

Request for Software Resources
	Submit form to Divisional Assistant Dean by December 23, 2005

	

	Applicant
	
	Phone
	

	Department
	

	Software Requested

	Title
	
	Version
	

	Publisher

	Name
	
	Website/Email
	

	Vendor

	Name
	
	Address
	

	
	

	
	

	Phone
	
	Fax #
	

	Is this an upgrade for a program now on your PC?
	No
	
	Yes
	
	If yes, what version are you using?

	Where will you use this software?  (office, room #)
	

	If you propose using this software in a computer lab, please indicate if multiple copies or a site license would be needed:
	Site License
	
	Multiple Copies (indicate #)
	
	

	
Please attach any ads or reviews that might help in evaluating and processing your request.

	Note: Requests should be for instructional development and support only.

	Statement of Need

	Please describe how you would use the requested software to enhance your teaching or research.

	

	PLEASE SEE OTHER SIDE

	Page 2

	Additional information you feel may be of help in evaluating request (optional):

	

	Submitted by
	
	Date
	

	
Signature

	Comments/Priorities

	

	Divisional Assistant Dean
	
	Date
	

	
Signature

	Assistant Deans: Please forward to Karl Schnapp, “A” Building, by January 13, 2006
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