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Name:

Department:

Address (if not RIT department):


E-mail:

Phone:


Authorized Approval___________________________________________Date_________
Received By_________________________________________________Date_________
Sponsored Program Approval:  purchases made on sponsored programs (project # between 32000 and 32999 or Axxxx to Pxxxx) must be pre-approved by the project SPA representative.

Authorized SPA Approval: ______________________________________________________      Date_____________

(Please set up required account combinations in Oracle.)

	Qty
	
	Description
	
	Serial #

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


RIT Account to be charged:

____.________.90100.__._______.00000 [items less than $1500] 
Total:  ________________

____.________.90101.88._______.00000 [items greater than $1500]
Total:  ________________


Total Purchase: $________________
This form will be retained by the Digital Den for billing purposes.  Please make a copy for your records.  In the case of capital purchases, the Digital Den will forward a copy of this form to the Controller’s Office for entry into Oracle Assets.  Please refer to below guidelines on capital purchases.
	                               90101 Object Code Guidelines for Capital Equipment

	
	
	
	

	Please use the following guidelines when selling capital equipment:

	
	
	
	

	
	
	Charge
	

	Item
	
	Object Code
	

	Equipment 
	*
	90100
	cost is below $1,500 per item.  At times there will

	
	
	
	  be small charges that are cost adjustments to

	
	
	
	  existing capital equipment.  These can be 

	
	
	
	  charged to 90101

	
	
	
	

	
	*
	90101
	cost is at least $1,500 per item

	
	
	
	

	Software
	**
	90100
	cost is less than $100,000

	
	
	
	

	
	
	90101
	cost is at least $100,000

	
	
	
	

	Supplies
	
	90100
	

	
	
	
	

	Warranties and maintenance agreements
	
	90100
	

	  on equipment
	
	
	

	
	
	
	

	
	
	
	

	*Special Rules for Computers and Equipment with Multiple Parts
	

	
	
	
	

	 All parts for a computer (monitor, keyboard, drives, etc.) are considered one piece of equipment.  If upgrades 

	 such as additional memory and extra drives are part of the original purchase, they should be charged to 90101.

	 
	
	
	

	 Printers purchased with computers normally cost below $1,500 and should be charged to 90100.

	 Warranties, which are an additional cost, are not a cost of the equipment and are to be charged to 90100.

	 Equipment consisting of multiple parts should be charged to 90101 if the total cost is at least $1,500.

	 See rules on software below.
	
	
	

	
	
	
	

	
	
	
	

	**Software /License /Permits
	
	
	

	 Capitalization threshold on software is $100,000 (not 1,500).
	

	 Operating software purchased with the equipment is considered part of the cost of the equipment 

	 (i.e. Windows, Linux).
	
	
	

	Application software purchased with a computer is generally not part of the cost of the equipment and is  

	 charged to 90100 (i.e. Microsoft Office).
	
	

	Application software purchased with, and necessary for the purpose & operation of equipment, is part of the 

	 equipment's cost and is charged to 90101 (i.e. software purchased with lab equipment which is integral

	 to the equipment's operation.).
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48 Lomb Memorial Drive, Rochester, NY  14623-5604


Phone:  585-475-2211
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Tax Exempt
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