
 
 

ITPR – IT PURCHASE REQUEST 

  

For all computer hardware, software, telephones, mobiles, blackberries & faxes  
 
This form should be submitted by the designated Faculty or Service IT Technician/Rep to 
the Procurement Team, IT Services, Botetourt House 
 
Faculty Ref:        
 
Section A – Contact Details 

Contact name:        Ext: Room No:  

Email:                    
 

Customer name:        Ext: Room No: 

Email:                     
 
Required By Date:                                                (Indicative Date) 
 

Section B - Hardware incl. mobiles, telephones & fax machines  

Cost Centre: 
 

      Account code:       
  

Qty Description 

For PCs only, 
please indicate 
whether UWE 
staff, student or 
BIT build 

Room 
ITS 
Catalogue 
Part No. 

Price.  
Include 
quote for 
Non-
Standard 

                               

                               

                               

                               

                               

                               

                               
 
 
 
 
 



 
Section C - Software / Licence 

Cost Centre:       Account code:       
 

Qty Description Supplier 
License Cover: 
Site / Group / 
Individual 

Price: 

Term: 
Eg: 1-5 
yrs, and 
Start Date 

                                    

                                    

                                    

                                    
 

Section D – Networking incl. Telephones 

Cost Centre:       Account code:       
 

Qty 
Staff / Student 
Network or 
Extension 

Room No. Location map 
provided. 

For moves:  
Network/Telephone 
port number. 

                              

                              

                              

                              

                              
 
Section E - Additional Information / Miscellaneous items  
(If your purchase is for Non-Standard items please supply supporting evidence; and if you 
have obtained a quote from a supplier, please attach a copy of this information) 
 

      

      

      

      

      
 
Authorised Signature: 
(Budget Holder)  
  
Name:                                               Signature:____________________ Date:_________  
 
 
Acknowledgement  
(Faculty/Service IT Technician/Rep)  
 
Name:                                               Signature:____________________ Date:_________
  


