	
	Is it Needed?
	Who Provides It?
	Notes

	
	Yes
	No
	Provided by 
Organization
	Provided by
Employee
	

	Telephone Service & Equipment

	Separate phone line
	(
	(
	(
	(
	

	VoIP
	(
	(
	(
	(
	

	Call forwarding from office
	(
	(
	(
	(
	

	Linked to office telephone network
	(
	(
	(
	(
	

	Answering Service (or machine)
	(
	(
	(
	(
	

	Phone:   ( Desk   ( Cell    ( PDA
	(
	(
	(
	(
	

	 
	(
	(
	(
	(
	

	Hardware, Software, Web-Services

	Computer:    ( desktop    ( laptop
	(
	(
	(
	(
	

	Printer
	(
	(
	(
	(
	

	Fax machine
	(
	(
	(
	(
	

	Scanner
	(
	(
	(
	(
	

	Web Cam
	(
	(
	(
	(
	

	Flash Drive
	(
	(
	(
	(
	

	Web-based access to office computer or files (as alternative to VPN)
	(
	(
	(
	(
	

	Access to Organization Server
	(
	(
	(
	(
	

	Audio Conferencing Capability
	(
	(
	(
	(
	

	Video Conferencing Capability
	(
	(
	(
	(
	

	Automatic Backup Service
	(
	(
	(
	(
	

	Software licenses: 
	(
	(
	(
	(
	

	
	(
	(
	(
	(
	

	
	(
	(
	(
	(
	

	
	(
	(
	(
	(
	

	Other Possible Expenses

	Office Furniture
	(
	(
	(
	(
	

	Office Supplies (toner, paper, etc.)
	(
	(
	(
	(
	

	
	(
	(
	(
	(
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                  Determining Employee Outfitting Costs
Use this form to determine which equipment is needed and who should provide it. 
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