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Dynamic-Form Workflow

Dept. Chair, Dean, Director Validate department need for use &
° ’ ’
(Initiator) departmental approval

Authorization to remove MCCCD asset

Vice President (Approver) from campus

Document personal info, agree to
Employee (lendee) district property loan policies

Inventory verification, Equipment
Office of Information Technology assignment, Just-in-time configuration

Create work ticket setup appointment
for hand-off & removal of desktop unit
Service Desk in workspace (if applicable, trade in
temporary check-out)

This workflow is based on "in-stock" availability during the initial phase of the 2020/21 Employee
Laptop Project, and is subject to change during the fiscal year or each refresh-cycle. Employees and
immediate supervisors should discuss computer needs within their departments before initiating a
request, as indicated above.



