
ROLLINS COLLEGE                                                                                  
   

TO: Administrative Department Heads 
Memorandum 

FROM: Carrie Schulz
DATE: February 19, 2009 
SUBJECT:  Computer replacements for the upcoming fiscal year 
 
Please let me know of your departmentôs computer and printer replacement requests for your staff for the coming 
year. Requests should briefly state why an upgrade is needed (i.e. what software or function doesn't run properly on 
the current computer or printer) and what the skill level of the person using the computer is. We will size a 
replacement/upgrade based on this request. New computers will be loaded with Windows and Microsoft Office as 
well as Firefox and Internet Explorer. If you are seeking computers or printers to be used for purposes other than 
regular full-time staff use (one computer per person), or peripheral equipment such as scanners, large monitors, etc, 
you should plan to fund them through your departmentôs budget. Requests for computers for student employees, 
interns, part-time employees (i.e. computers not on the desktops of individual, full-time employees) or new positions 
should include an account number for the $150 charge for software for used desktop computers (whether the 
computer was replaced within your department or not) or the cost of a new computer if you choose. 
 
Please note that for most departments we will no longer be installing laser printers as the Konica copiers have this 
functionality and are faster with two hour repair service. They are also capable of scanning, faxing and e-mailing 
documents; requests to use your copier as a departmental printer should be sent by RFS to Information Technology 
once you have a network jack in place for the copier (requests for network connections should be made first, to 
Facilities). 
 
Requests made by April 11 will be scheduled for the latter part of the spring through the fall. Please include a 
comment about the urgency of the request and the priority with regards to others in your department, so we can 
prioritize and schedule; not all computers can be installed over the summer when faculty installations take priority. 
Please donôt hesitate to make computer requests as they become appropriate instead of waiting for this reminder to 
help avoid the summer bottleneck; you can do these with electronic Requests for Services forms on the I.T. Web site. 
Similarly, it is important that all the computers in a department do not become outdated at the same time; your 
department will benefit from having computers with varying capabilities. Please try to anticipate replacements not 
only for this year, but for the next couple of years as you make this request (though you only need to include this 
yearôs in your response). Departments requesting a large percentage of replacements may have those replacements 
spaced throughout the school year. 
 
Regarding the recently released new versions of Windows and Microsoft Office: new computers will come with the 
XP version of Windows this year to ensure compatibility with existing software and hardware. Regarding Microsoft 
Office 07, the file types are incompatible with current Office versions but a plug-in is available that helps facilitate 
interchange between the versions though itôs likely that some formatting differences will occur. In addition, some 
documents attached in email canôt be opened directly but must be saved first. As we experienced before, the best 
way to do the transition will be to upgrade an entire office at once. Some offices may have no reason to do that for 
another year or two. If you have a need for the features in Office 07, please mention that in your request and weôll 
include both versions of Office for you. 
 
I have attached a form you can use to complete your request.  Please donôt hesitate to contact me if you have any 
questions. 
 
Thank you. 
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Admin Computer Requests
 
Name: _________________________________________________________________
 
Department: __________________________________________
 
Departmental Needs:
 Name                                              Equipment Needed                                               Reason
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Additional Needs:
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