
INSTRUCTIONAL EQUIPMENT (IE) REQUEST:  2020-2021 
THE FOLLOWING INFORMATION WILL CONTRIBUTE TOWARD A QUALITY IE REQUEST 

CHECKLIST DEADLINES 
BBB�All Sections of Form Completed 
BBB�Requisition Attached 
BBB�Quote Attached
BBB�Dean and VP Signatures Obtained 

09�09�2020� IE Request to Division Dean 
09�1��2020� IE Request: IE Request Presented at Division Mtg. 
09�2��2020� Request to Admin. Services Office, Via Email

IE Definition 
Allowable Items:  Instructional equipment expenditures are eligible if the equipment, library material, or technology is for 
classroom instruction, student instruction or demonstration, or in the preparation of learning materials in an instructional program.  
There are five categories that will be used to classify instructional support.  The following are examples but the list is not limited to 
what is shown. 
1. Equipment and Furniture:  instructional equipment and furniture for primary use by students in instructional programs:

a. Classroom/Laboratory equipment, including whiteboard, screen, projector, etc.
b. Instructional furniture, including desks, tables, podium, chairs, etc.

2. Information Technology:  instructional information technology equipment for student use in classrooms and/or laboratories,
including desktops, laptops, monitors, printers, servers, network/wireless infrastructure, AV/TV, multimedia.

3. Software:  software licenses are allowed but only the initial year is permitted.  Other software that are permitted are those that
are used in excess of one year and software modifications that add capacity or efficiency to the software that defers
obsolescence and results in an extension of the useful life of the software, including registration, counseling, student services,
learning management systems for student use.

4. Adaptive Equipment:  adaptive equipment for ADA/OCR students are allowed to assist them in a learning environment.
5. Library Material:  databases, on-line subscriptions, books, periodicals, videos, etc.
Non-Allowable Items:  Administrative or Non-Instructional Purposes including equipment being used for administrative or non-
instructional purposes is not allowed including photocopiers, file cabinets, bookcases, computers, networking infrastructure,
software licenses.

Criteria Strong Evidence Adequate Evidence Limited Evidence 
LPC Mission & Planning 
Priorities 
[Section 2]  (5 points) 

Ranking Scale 

Clear and compelling evidence/data 
that equipment will fully support 
LPC Mission and Planning Priorities. 

4-5

Clear evidence/data that equipment 
will fully support LPC Mission and 
Planning Priorities. 

2-3

Limited or no evidence/data that 
equipment will support LPC 
Mission and Planning Priorities. 

0-1
Educational Items: 
Programmatic Impact and 
Institutional Support    
[Section 3]  (10 points) 

Ranking Scale 

Clear and compelling evidence/data 
(as stated in program review) that 
this equipment will have substantial 
impact on program curriculum.  

8-10

Clear evidence/data (as stated in 
program review) that this equipment 
will have substantial impact on 
program curriculum. 

4-7

Limited or no evidence/data (as 
stated in program review) that 
this equipment will have an 
impact on program curriculum. 

0-3
Teaching & Learning 
[Section 4 (10 points)  

Ranking Scale 

Clear and compelling evidence/data 
that equipment provides much 
needed or beneficial enhancement 
to instruction. 

8-10

Clear evidence/data that equipment 
provides enhanced instruction that is 
not met through current means. 

4-7

Limited or no evidence/data that 
equipment provides enhanced 
instruction that is not met through 
current means.   

0-3
Outcomes 
[Section 5] (5 points) 

Ranking Scale 

Clear and compelling evidence/data 
that equipment will support course 
and/or program outcomes above 
and beyond current capability. 

4-5

Clear evidence/data that equipment 
will support course and/or program 
outcomes beyond current capability. 

2-3

Limited or no evidence/data that 
equipment will support course 
and/or program outcomes beyond 
current capability. 

0-1
Total Cost of Ownership 
(Financial & Sustainability) 

 [Section 6]  (5 points)      
Ranking Scale 

All items/issues in the Financial and 
Sustainability sections fully 
addressed. 

4-5

Items/issues in the Financial and 
Sustainability sections are partially 
addressed. 

2-3

Items/issues in the Financial and 
Sustainability sections minimally 
or not satisfactorily addressed. 

0-1

IE Rubric:  RAC will evaluate each IE request based on the IE rubric. RAC stresses the importance of quality requests. RAC
may choose not to rank incomplete IE requests. 



Internal Use 

IE #: _______________ 

Total $:_____________ 

 INSTRUCTIONAL EQUIPMENT REQUEST 
 2020-2021 

Requester Name: ________________________Division Name: ________________________ 

SECTION 1:  (48,30(17�'(6&5,37,21______________________________________

Equipment Location Building: ____________________ Room: ______________________________ 

Location Comments: 

2 

The equipment is: ☐ A Replacement     ☐ An Upgrade ☐ New Equipment/Technology

Describe the specific equipment requested and how it will be used to replace, upgrade or provide new 
technology to LPC from what is currently in place: 

dpatlan
Typewritten Text
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$8996.74



LPC MISSION STATEMENT: 

/DV�3RVLWDV�&ROOHJH�SURYLGHV�DQ�
LQFOXVLYH��OHDUQLQJ�FHQWHUHG��HTXLW\�
IRFXVHG�HQYLURQPHQW�WKDW�RIIHUV�
HGXFDWLRQDO�RSSRUWXQLWLHV�DQG�VXSSRUW�
IRU�FRPSOHWLRQ�RI�VWXGHQWV¶�WUDQVIHU��
GHJUHH��DQG�FDUHHU�WHFKQLFDO�JRDOV�ZKLOH�
SURPRWLQJ�OLIH�ORQJ�OHDUQLQJ�

LPC PLANNING PRIORITIES: 

� ,PSOHPHQW�WKH�LQWHJUDWLRQ�RI�DOO�$&&-&�VWDQGDUGV�WKURXJKRXW�FDPSXV
VWUXFWXUH�DQG�SURFHVVHV�

� (VWDEOLVK�D�NQRZOHGJH�EDVH�DQG�DQ�DSSUHFLDWLRQ�IRU�HTXLW\��FUHDWH�D�VHQVH�RI
XUJHQF\�DERXW�PRYLQJ�WRZDUG�HTXLW\��LQVWLWXWLRQDOL]H�HTXLW\�LQ�GHFLVLRQ�
PDNLQJ��DVVHVVPHQW��DQG�DFFRXQWDELOLW\��DQG�EXLOG�FDSDFLW\�WR�UHVROYH
LQHTXLWLHV�

� ,QFUHDVH�VWXGHQW�VXFFHVV�DQG�FRPSOHWLRQ�WKURXJK�FKDQJH�LQ�FROOHJH�SUDFWLFHV
DQG�SURFHVVHV��FRRUGLQDWLQJ�QHHGHG�DFDGHPLF�VXSSRUW��UHPRYLQJ�EDUULHUV�
DQG�VXSSRUWLQJ�IRFXVHG�SURIHVVLRQDO�GHYHORSPHQW�DFURVV�WKH�FDPSXV�

SECTION 2:  LPC MISSION STATEMENT AND LPC PLANNING PRIORITIES______ 

Specify how the equipment supports LPC’s Mission Statement and Planning Priorities: 

3 

6(&7,21�1��(48,30(17�'(6&5,37,21��FRQWLQXHG�
,I�DSSOLFDEOH��GHVFULEH�WKH�OHJDO�UHTXLUHPHQW��PDQGDWH��RU�VDIHW\�FRQFHUQ�IRU�SXUFKDVH�RI�WKLV�HTXLSPHQW��PDNLQJ�
VSHFLILF�UHIHUHQFH�WR�WKH�OHJDO�UHTXLUHPHQW�RU�UHJXODWLRQ��



SECTION �:  EDUCATIONAL ITEMS – PROGRAM REVIEW______________________ 

Specify the educational programs this equipment supports: 

Will this equipment be a�part of your upcoming Program Review�RU�ZDV�LW�LQFOXGHG�ODVW�
\HDU?  Please explain using�WKH exact words�IURP�\RXU�3URJUDP�5HYLHZ.�If not, explain why.

ϰ 



SECTION �:  TEACHING AND LEARNING______________________________________ 
,Q�GHWDLO�GHVFULEH�HYLGHQFH�DQG�GDWD�WKDW�HTXLSPHQW�SURYLGHV�PXFK�QHHGHG�EHQHILW�DQG�
HQKDQFHPHQW�WR�WHDFKLQJ�EH\RQG�FXUUHQW�FDSDELOLWLHV��

Describe in detail the impact this equipment will have on learning: 

Each academic year, this equipment will impact:    ____ # of classes/sections     ____ # of students 

ϱ 



SECTION �:  OUTCOMES (SLOs)_______________________________________________ 

Using your documented SLOs, specify how the equipment will enable student learning outcomes to be 
achieved�EH\RQG�FXUUHQW�FDSDELOLW\�

ϲ 



SECTION �:  TOTAL COST OF OWNERSHIP (FINANCIAL & SUSTAINABILITY)___ 

What is the potential life span of the requested equipment?  

If new storage is needed what are the storage requirements, location requirements, and costs associated 

with the new equipment:  (NOTE:  Specific storage costs should be detailed in the “Part A: Initial Start-up 

Costs” section below.) 

If this equipment replaces old equipment but the old equipment will not be retired, are there on-going 
storage requirements, location requirements, and costs associated with the old equipment?  If so, provide 
details. 

ϳ 



What will be required to maintain the equipment, such as regular servicing or upkeep?  (Specific on-going 
costs should be detailed in the “Part B: On-Going Annual Operating Costs” sections below as applicable.) 

Explain how this equipment meets or exceeds basic sustainability efforts and/or provides renewable 
resources to the college: 

ϴ 



Part A: Initial Start-up Costs 

Item Cost Comments 
Equipment or Materials 
Taxes (9.5%) 
Shipping or Delivery Charge 
Installation Costs * 
Miscellaneous Costs: 

 Facilities Modifications 
 Operator Training 
 Maintenance & Repair Training 
 Storage 
 Other: ______________________

Vendor Discount 

Part B: On-Going Annual Operating Costs 

Item Cost Comments 
Annual Service or Maintenance 
Estimated Parts Replacement Per Year 
Outside Standardization or Calibration 
Costs 
Storage Costs 
New Supply Costs 
 Maintenance & Repair Labor 

 Other: ______________________ 
$nnual 2perating &osts� 

ϵ 

Licensing or Software

*rand 7otal�



Indicate the source of funding for on-going annual operating costs:   

Part C:  Incremental Labor Costs 

OPERATOR: 

Indicate the key operator:  ___________________________________________________________________ 

Is this in their current scope of duties? _________________________________________________________ 

Indicate cost to train key operator (include in Initial Start-up Costs above):  _________________________ 

Indicate amount of time per month key operator will use equipment: _______________________________ 

MAINTENANCE & REPAIRS: 

Indicate the person performing maintenance and repairs:  ________________________________________ 

Is this in their current scope of duties?  ________________________________________________________ 

Indicate cost to train for maintenance and repairs: ______________________________________________ 

Indicate amount of time per month maintenance will be required: _________________________________ 

6I*1$785E APPROVALS_BBBBBBBBBBBB_______________________________________ 
Funded requesters will be expected to respond to a brief RAC feedback survey by a requested deadline.  

Requests for computer-related equipment and printers will be reviewed by the LPC IT Department.

1Ϭ 

5E48E6725 'I9I6I21 'E$1�0$1$*E5 $'0I1 6E59I&E6, 9P

I7 0$1$*E5 0	2 'I5E&725

Date Date Date

Date Date
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IER



Office of Administrative Services 

Requisition Request Form          R____-_____ 

OFFICE OF ADMINISTRATIVE SERVICES USE ONLY 

Reviewed: Verified: Approved: 
Administrative Services Administrative Services Officer VP, Administrative Services 

PO Number: Budget Transfer #: Entered: 
TR 4/6/20 

Fiscal Year Vendor ID # Vendor Name Date Required

Deliver To Room # Return Copy of Requisition To

Seq Item # Description Qty Unit Price Extended Cost 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 
Comments Subtotal 

Tax 
Shipping 

Total Cost 
FOAP to be Charged % Amount 

- - - 
FUND ORG ACCOUNT PROGRAM 

- - - 
FUND ORG ACCOUNT PROGRAM 

Requestor (print name) Date Dean (signature) Date 

Coordinator/Manager (signature) Date Vice President (signature) Date 

(Wait 5-10s)



      B&H Photo - Video, Inc.             Page: 1
        New York, NY 10001
         420 Ninth Avenue
Tel. No. (212) 444-6600
Fax. No. (212) 239-7770

  
0                                                      Quote No.: 881751469   
                                          
                                                            Date: 09/09/20
Sold To: Deanna Horvath
         Las Positas College                      
         5460 Concord Blvd                        
         Apt A8                                   
         Attn: Deanna Horvath                     
         CONCORD, CA 94521                        
                                                  

           Bill Phone: (925)301-0686              
                                         
                                         
                                                                            
                                            ******************************  
Cust Code: 87604816     Terms:               Ship-Via: EXPEDITED DELIVERY         
P.O. No.:                  Slsman: 0Z4      ******************************  

--------------------------------------------------------------------------------
 Qty  Brand            Item Description                         Price      Total
                     SKU#/Catalog#
================================================================================
  15 GODOX MS300-D (3-MONOLIGHT KIT)/REG                       549.00   8,235.00
                    #GOMS300D                    #MS300D              

@PLEASE NOTE: -------------------------------------------------------------------
@   Certain items may be enforced by vendor to sell at the                    
@   vendor-imposed price posted at the time of order.                         
@   ***********UPCOMING SCHEDULE CHANGE ************                          
@   We will be closing on Friday Sept 18th at 1PM                             
@   and will remain closed thru Sunday Sept 20th                              
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                                  B&H Photo - Video, Inc.             Page: 2
                                  New York, NY 10001
                                   420 Ninth Avenue
                            Tel. No. (212) 444-6600
                            Fax. No. (212) 239-7770
  
                                                       Quote No.: 881751469
                                                                            
                                            ******************************  
Cust Code: 87604816     Terms:               Ship-Via: EXPEDITED DELIVERY         
P.O. No.:                           Slsman: 0Z4  ******************************  
--------------------------------------------------------------------------------
 Qty  Brand            Item Description                         Price      Total
                     SKU#/Catalog#

@   We will reopen Monday Sept 21st at  10AM                                  
@   ********************************************************                  
@   We will be closed on Sun, Sept 27th thru Mon Sept 28th                    
@   We will reopen Tuesday Sept 29th 10AM                                     
@   *******************************************************                   
@   We will be closing on Friday October 2nd , at 1PM                         
@   We will remain Closed through Sunday Oct 11th                             
@   and will reopen Monday October 12th , at 10AM                             
@   *******************************************************                   

================================================================================
Payment Type                                -  Amount    Sub-Total:     8,235.00
UNPAID                                               
                                                          Shipping:       0.00 
                                
                                                               Tax:     720.56
                                
                                
                                                          * Total:     8,955.56  
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	Requester Name: Deanna Horvath
	Division Name: A&H
	Equip Descri: I'm requesting Godox #MS300-D3 (15 kits) monolight kits to outfit the lighting class and other photo classes with new upgraded lighting equipment.  Having these kits alongside existing equipment will insure that photo students can have access to the lighting equipment for extended periods of time during DE, hybrid and in-class learning. Access to photo lighting kits is essential to to practice and learn the lighting skills expected of photo students and aspiring professional photographers.
	Location Comments: In the Photography area studio we have storage closets for the requested lighting kits to be stored.
	Text1: 700
	Text3: #703
	Section 1- Equp Descp: 
	Text2: Supports the LPC Mission Statement and LPC Planning Priorities by:
Having the addition of these lighting kits will allow more students, much longer time with the equipment to learn lighting techniques. To become skillful with using lighting  requires time and practice. Having additional light sets will allow students the opportunity to learn the skills expected and needed for career-technical training, life-long learning , transfer, degree and certificate completion. 

Increases students success and completion by providing access to necessary equipment for learning and training for careers.
Enables the students to use lighting tools to tell their creative stories by removing barriers to professional equipment.



	Program Review: The purchase of this equipment supports most directly the Photography Program, but also Mass Communication, Graphic Design and Digital Media, and the Film Studies Program (in Humanities).  We share classes and students in MCOMM (PHTO/MSCM 72 Photojournalism), GDDM (PHTO/GDDM 70) and Film studies (PHTO 50, 58, 69) classes are part of that program.
	Program Review Wording: Yes, the importance of continuing updating equipment was part of the last Program Review, in section (F).

F. Challenges, Obstacles and Needs: Describe any significant challenges, obstacles or needs for your program. Please highlight any negative impacts for students.
Continue updating equipment for student learning, especially for industry-related job training. .
	Teaching: Having the lighting kits will allow the whole class (PHTO 64A) check-out equipment at once and hold onto it longer to practice.  During a DE version of the lighting class this will be very important as the students will not have frequent access to facilities and ability to check-out as often.  Other classes will be able access the equipment as well

The fact of the matter is  that in order to learn lighting skills you need to practice and have hands-on with the equipment to build familiarity and confidence. Professional photographers must have had significant access to lighting and camera equipment to hone their skills.

We have added a A.A. in Photography and a Certificate of Achievement, both have PHTO 64A (Lighting) as a key class.
	Learning: This equipment will allow students to have more access to lighting kits more often.
Having extended access to equipment will give student more time to explore, practice and produce creative and professional lighting within their photographs.
Students will have increased ability to photo still lifes, products, portraiture, conceptual, editorial, marketing and promotional  photography.
Students will have improved ability to build a professional portfolio by having increased access to professional lighting.
	of classessections: 16
	of students: 365
	Outcomes: The additional equipment will allow more students to work longer and on more complex lighting scenarios with the lighting equipment.
	TOC 1: 5-7 years.
	TOC 2: No new storage needed. Lighting units will be stored in Photo Program storage closets.
	TOC 3: 
	TOC 4: No-ongoing maintenance unless broken.
	TOC 5: This newer lighting equipment is more energy efficient.
	CostEquipment or Materials: $8235.00
	CommentsEquipment or Materials: 
	CostTaxes 95: 761.74
	CommentsTaxes 95: 
	CostShipping or Delivery Charge: 0
	CommentsShipping or Delivery Charge: 
	CostInstallation Costs: 0
	CommentsInstallation Costs: 
	CostMiscellaneous Costs: 
	CommentsMiscellaneous Costs: 
	CostFacilities Modifications: 0
	CommentsFacilities Modifications: 
	CostOperator Training: 0
	CommentsOperator Training: 
	CostMaintenance  Repair Training: 0
	CommentsMaintenance  Repair Training: 
	CostStorage: 0
	CommentsStorage: 
	CostOther: 0
	CommentsOther: 
	CostVendor Discount: 
	CommentsVendor Discount: 
	Grand Total: $8996.74
	CostAnnual Service or Maintenance: 0
	CommentsAnnual Service or Maintenance: 
	CostEstimated Parts Replacement Per Year: 0
	CommentsEstimated Parts Replacement Per Year: 
	CostOutside Standardization or Calibration Costs: 0
	CommentsOutside Standardization or Calibration Costs: 
	CostStorage Costs: 0
	CommentsStorage Costs: 
	CostNew Supply Costs: 0
	CommentsNew Supply Costs: 
	CostMiscellaneous Costs_2: 0
	CommentsMiscellaneous Costs_2: 
	CostMaintenance  Repair Labor: 0
	CommentsMaintenance  Repair Labor: 
	Other_2: 
	CostOther_2: 
	CommentsOther_2: 
	Other: 
	TOC 6: 
	Is this in their current scope of duties: 
	Indicate cost to train key operator include in Initial Startup Costs above: 
	Train Key Operator: 
	Indicate amount of time per month key operator will use equipment: 
	Indicate the person performing maintenance and repairs: Luccianna Caselli, Photography Lab Technician
	Indicate cost to train for maintenance and repairs: Yes
	Indicate amount of time per month maintenance will be required: $0
	Monthly Maintenance: 3-5 hours
	Date13_af_date: 9/9/2020
	Date15_af_date:         9/22/2020
	Date17_af_date: 
	Date19_af_date: 
	Date21_af_date: 
	Vendor ID Row1: 
	Return Copy of Requisition ToRow1: D. Horvath, R. Ivanova-Olsson
	Extended Cost1: $8,235.00
	Item 2: 
	Description2: 
	Qty2: 
	Unit Price2: 
	Extended Cost2: 0
	Item 3: 
	Description3: 
	Qty3: 
	Unit Price3: 
	Extended Cost3: 0
	Item 4: 
	Description4: 
	Qty4: 
	Unit Price4: 
	Extended Cost4: 0
	Item 5: 
	Description5: 
	Qty5: 
	Unit Price5: 
	Extended Cost5: 0
	Item 6: 
	Description6: 
	Qty6: 
	Unit Price6: 
	Extended Cost6: 0
	Item 7: 
	Description7: 
	Qty7: 
	Unit Price7: 
	Extended Cost7: 0
	Item 8: 
	Description8: 
	Qty8: 
	Unit Price8: 
	Extended Cost8: 0
	Item 9: 
	Description9: 
	Qty9: 
	Unit Price9: 
	Extended Cost9: 0
	Item 10: 
	Description10: 
	Qty10: 
	Unit Price10: 
	Extended Cost10: 0
	Item 11: 
	Description11: 
	Qty11: 
	Unit Price11: 
	Extended Cost11: 0
	Item 12: 
	Description12: 
	Qty12: 
	Unit Price12: 
	Extended Cost12: 0
	Item 13: 
	Description13: 
	Qty13: 
	Unit Price13: 
	Extended Cost13: 0
	Item 14: 
	Description14: 
	Qty14: 
	Unit Price14: 
	Extended Cost14: 0
	Item 15: 
	Description15: 
	Qty15: 
	Unit Price15: 
	Extended Cost15: 0
	Subtotal: 8,235.00
	Tax Rate: .0925
	Shipping: 0
	Total Cost: 8996.74
	CommentsRow1: 
	Fund2: 
	Org2: 
	Account2: 
	Program2: 
	fill_100: 
	Amount2: 
	Requestor Print Name: Deanna Horvath. 9/9/2020
	Date: 
	Date_2: 9/22/20
	Date_3: 
	Date_4: 
	PO Number: 
	Budget Transfer: 
	Entered: 
	Reset: 
	Submit: 
	R: 
	undefined: 
	Fiscal YearRow1: 
	Vendor NameRow1: B&H Photo-Video Inc.
	Date RequiredRow1: ASAP
	Deliver ToRow1: Deanna Horvath, Bldg. 700
	Room Row1: #703
	Item 1:  #GOMS300D
	Description1: Godox MS300-D (3 monolight kit) reg-#MS300D
	Qty1: 15
	Unit Price1: $549.00
	Fund1: 
	Org1: 
	Account1: 
	Program1: 
	fill_94: 100
	Amount: 
	Tax: 761.74


