
RADIO 
NEW EQUIPMENT REQUEST 

 
Instructions for completing the request 

 
1. One form must be completed for each new radio being requested. 
2. All requests must include a Purchase Order number.  The Purchase Order should be 

made out to ‘Utah County Treasurer’ and must include the equipment cost and lease 
amount.  Contact the Telecommunications Division to obtain equipment and lease 
costs. 

3. Name of employee equipment will be assigned to should be the name of the employee 
who will use the radio.  If the radio is for a shared use, the name should indicate such 
use (i.e. ‘RESERVE’ or ‘CONTROL ROOM’).  Due to officer safety and damage 
liability concerns, shared use radios are assigned only in very limited circumstances. 

4. For vehicle mounted and other permanently installed radios the location, including 
building name and room number or vehicle number must be given on the request to 
allow us to properly prepare for the installation and track the equipment. 

5. Indicate the Department and Division the equipment will be assigned to.  This will 
establish accurate records for correct lease billings.  Radios are assigned to 
individuals and stay with individuals if they are transferred to other divisions.*  

6. Indicate by checking the appropriate box if the request is for a vehicle mounted or a 
handheld radio.  If another type (such as base station) is required, don’t check either 
box and indicate the requirement in the other information section. 

7. Indicate by checking the box if the costs will be paid with funds from a grant.  Items 
purchased with grant funds will not be taken from stock and will require additional 
lead time for special order to meet Auditor’s Office invoicing requirements.  There 
are no exceptions. 

8. Please give any other information that may be pertinent to the installation. 
 

Requests that are not signed, have incomplete information, or do not have a 
purchase order number may cause delay in completion. 
 
While every attempt is made to keep equipment in stock for use as needed, orders 
can take up to eight weeks to arrive from the supplier.  Please plan accordingly.  
Radio orders for new vehicles should be submitted at the same time the vehicle is 
ordered.  Equipment that will be reimbursed by grant funds can no longer be taken 
from stock and must always be ordered from the supplier.  Please allow appropriate 
lead time. 
 
*  When a division purchases a radio or pager (hereinafter referred to as radio) that division retains an 
allocation for a radio even if the employee or vehicle the radio is assigned to moves to another division.  In 
such cases, the division receiving the employee is responsible to provide a radio back to the division the 
employee came from.  If an employee is terminated their assigned radio should have been returned to the 
radio shop so that it may be reassigned when a replacement employee is hired.  If a new position is 
obtained, the division with the new position is responsible to purchase a new radio, even if the new position 
is filled by an existing employee who transfers from another division and already has a radio. 
 



RADIO 
NEW EQUIPMENT REQUEST 

 
To: Public Works Department  From:          
 2855 South State Street 
 Provo, UT  84606    Dept:       
 851-8600       851-8612 fax 
      Phone:       
 
      Building:       
 
 
 
           
Name of employee equipment will be assigned to 
       Radio Type (check one) 
       [  ]  Portable (handheld) 
       [  ]  Mobile (vehicle) 
Location to be installed (room number, vehicle number, etc.)    
       [  ]  Will be paid with grant funds (check if yes) 
         
       
Department and Division employee is currently assigned to   
 
 
             
Other Information   
 
 
        / /  
       Date of Request 
 
 
             
Authorized Signature      Phone Number 
 
 
  -             - 5650           / /          
Budget to be Charged    Purchase Order Number  Date Needed 

 
A purchase order to Utah County Treasurer is required before work will be completed.  Contact Public Works 

at x8600 to obtain the equipment and lease costs for the purchase order before submitting this request. 
PLEASE SEND COMPLETED REQUESTS TO PUBLIC WORKS - TELECOMM DIVISION OR 

FAX THEM TO 851-8612 ATTN: TELECOMM 
  

▼ This section to be completed by Public Works ▼ 
PUBLIC WORKS AUTHORIZATION TRACKING 
 
$     
New Equip. Cost  Telecomm Div Mgr Date 
 
$      
Annual Lease Amount   PW Dept Head Date 
(Pro-Rated for Current Year) 
 
      
Date Billed Inv #  Date Received  Accounts Receivable Date 
 
        
Programming Template    Technician Date 
 
Installation Completed / Given to Motor Pool By:     
     Technician Date 
 
        
Technician Notes, etc. 
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