
GWUMC Computer & Applications Support Services [CAS2] 
New Computer and Printer Assessment Form 

FY04 version 1.0  July 2003 
 

Assessment Ticket#   Date opened:   Date closed:    
 

• All computer & printer requests must be submitted with the approval of  CAS2 Customer Support. 
• An assessment form must be completely filled out for each device requested for purchase.  

Missing information will delay process and approval.   
• Call 4-9400 to request an assessment.   
• Complete assessment form and obtain the necessary approvals and signatures. 
• After final approval from the VPHA/Finance, you may order your equipment.  
• When the equipment is received at your location, call the CAS2 Help Desk to arrange installation. 

 
Important: Only approved equipment will be supported by CAS2 
  Only approved equipment is allowed on the network 
Contact Information: 
Department/Division            
 
Name [please print]            
 
Title       Phone     Fax     
 
Identify workstation user if different than contact        
 
Campus location of workstation          
 
This request is for   New faculty/staff   Please establish new user account 
   Replacement of existing workstation.  Describe unit being 
replaced and disposition: 
 
 
Is funding coming from        Capital        Operations        Research        Endowment 
Organization / Funding Source /Account:    Total cost: $    
 
Assessment by CAS2         Date     
 
Purchase recommendation        Date     

Associate Vice President, Educational Resources 
 

Funds authorization:        Date     
Department Chair 

 
        Date     

Entity Fiscal Manager 
 
Final approval VPHA/Finance       Date     
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Workstation standards effective July 1, 2003 
 
Pentium 1: not serviced or upgraded 
Pentium 2: can support basic apps with RAM upgrade and Windows 2000 OS 
Pentium 3 & 4:  are fully functional with 256 mgs RAM and Windows XP OS 
As problems are reported, P 2, 3 and 4 workstations will be appropriately upgraded.  
 
Current ‘new’ workstations standard: 
GX260/256mg RAM/20 gig hard drive/17” CRT monitor/CDRW/Microsoft scroll mouse 
Prices vary based on Dell current quote sheet: with monitor $1080; without monitor $900 
 
Justifications:  All replacements must be fully & adequately justified including specific 
repair record, special requirements for approved non-standard applications, etc. 
 [Examples: 1) Sally Smith, Department secretary has a Pentium 1, which is no longer supported.  Jane 
Brown, the Department’s Executive Associate has a Pentium 3.  We will migrate the P3 to the secretary 
and purchase a new workstation for the Exec. Associate. 2) Dr. Jones currently has a P2 and regularly uses 
XYZ scientific notation package.  The upgrade to this package requires Windows XP, which does not run 
on a P2. We must therefore purchase him a new workstation.]  
 
 
 
 
 
 
 
Additional options or upgrades including speakers, zip drives, additional memory, etc. 
must be specifically justified based on operational requirements.  Provide justification 
here for any requirements in excess of the current standards: 
[Examples: 1) The new workstation for Dr. Jones must also include a zip drive so he can copy large files 
that are too large to copy to the network 2) Dr. Jones is now participating in the Frontiers in Medicine 
program and must listen to Internet broadcasts from his office. He must have speakers for this workstation.] 
 
 
 
 
 
Printer current standards:  Stand-a-lone: HP1200; Workgroup:  HP4200n 
All other requests must be fully justified: 
 
 
 
 
Remember to Attach CAS2 Customer Support Engineer signed Dell /HP Spec sheet  
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