[image: ]	IT: PROPERTY REQUISITION
 	
Choose an item.
Email completed Requisition to the Senior Vice President. Upon approval, submit the form to: IT@ascprop.comBusiness Unit: 



[bookmark: _Hlk160719364]Complete the IT Property Requisition form for any software or IT related products. Product requests will be researched to determine hardware capabilities, integration with current software/systems, optimize usage, efficiency, etc., for all BU platforms. This process will allow Ascension the ability to secure competitive pricing based on volume of users while identifying a sole source to research and investigate products based on current requirements. 

☐  PRODUCT REQUEST OR RESEARCH	
PURPOSE OF THE PRODUCT NEEDED: Click or tap here to enter text.
REQUESTED PRODUCT NAME: Click or tap here to enter text. 	Unknown ☐
PRODUCT CURRENTLY IN USE PERFORMING ABOVE TASKS: Click or tap here to enter text. 	N/A ☐
REQUEST WILL REPLACE ☐	ENHANCE    ☐ 			USER TYPE: Field ☐    Office ☐      Upper Management ☐
PRIORITY: Low ☐     Medium	 ☐     High ☐	     Urgent ☐  
REQUIRES INTEGRATION WITH: Click or tap here to enter text.	N/A ☐
NUMBER OF INTENDED USERS: Click or tap here to enter text. 

☐  EMPLOYEE REQUEST
NOTE: Submit one form for each employee. Should additional property be assigned at a later date, contact apshr@ascprop.com to retrieve the latest form for amendments. The Requisition form will be retained within the employee’s file in ADP by returning to APS HR. 

EMPLOYEE NAME Click or tap here to enter text.				EMPLOYEE ID # 
	DEPARTMENT
	PROGRAMS
	PROPERTY
	RETURNED  DEDUCTION

	☐ Local IT

Click or tap here to enter text.
Signature - Date
	☐ Access Microsoft
☐ Email
(DO NOT DELETE when separated)
Click or tap here to enter text.
	☐ Computer #
          ☐   Desktop
          ☐   Laptop
                  ☐ Standard
                  ☐  Premium
☐ iPad #
☐ Hardware #
☐ Phone ID #
	      ☐                 $XX




      ☐                $XX
      ☐                $XX
      ☐                $XX
      ☐                N/A

	☐ IT@ascprop.com

Click or tap here to enter text.
Signature - Date
	☐ Adobe
☐ Bluebeam
☐ CRM
☐ Spectrum
	Click or tap here to enter text.	☐                N/A

	☐ Local RAAM
Click or tap here to enter text.
Signature - Date
	☐ Email Forward To
(DO NOT DELETE): 
Click or tap here to enter text.
	☐ Hardhat, 
☐ Lanyard, etc.
☐ Building Access Card/ Equipment Keys
☐ Click or tap here to enter text.
☐ Equipment/ Products and returned
	      ☐                 $XX
      ☐                $XX
      ☐                $XX
      ☐                $XX
      ☐                $XX                  
      ☐                N/A        

	Click or tap here to enter text.	Click or tap here to enter text.	☐Tools 
☐ Uniforms

	      ☐                 $XX
      ☐                $XX
      ☐                N/A

	Click or tap here to enter text.	Click or tap here to enter text.	☐
 Vehicle #
☐ Inventory
Condition
           ☐ Acceptable
           ☐  Not Acceptable
☐ Damage
	      ☐                $XX
      ☐                $XX
      
      ☐                $XX
      ☐                $XX
      ☐                $XX
      ☐                N/A

	☐APScreditcard@ascprop.com

Signature - Date
	Click or tap here to enter text.	☐ Credit Card
☐ HD/Lowe’s Card
☐ Fuel Card in Vehicle
	      ☐                N/A
      ☐                N/A
      ☐                N/A

	☐ APShr@ascprop.com 

Signature - Date
	☐ ADP Updated
☐ VOYA/ EASE
	Click or tap here to enter text.	      ☐                $XX
      ☐                $XX
      ☐                N/A

	☐ Local Payroll Team

Signature - Date
	Click or tap here to enter text.	Click or tap here to enter text.	TOTAL DEDUCT 
$Click or tap here to enter text.

	☐ Eligible for Severance
☐ Non-Solicitation & Contractual Severance
	☐ Non-Compete
	☐ Active WC Claim
☐ Active/Pending Litigation
	☐ Signed by Employee

	☐ Notification to Employee/ ☐  State
	
	



Requestor: Click or tap here to enter text.				
Senior Vice President: Click or tap here to enter text.	DateClick or tap to enter a date.	 	Approved ☐     Denied ☐

INVOLUNTARY: SUBMITTED PRIOR TO SEPARATION
VOLUNTARY: WITHIN 1 HOUR

It is the responsibility of the Manager to secure all property and/ or acknowledge pay deductions from final payroll for damaged or non-returned property. This form is to be submitted to APSHR@ascprop.com for final processing. 


			
Employee Signature (If applicable)				Manager/VP /HR Op Admin Signature
														
Click or tap to enter a date.					Printed		Click or tap to enter a date.
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