How can I get help with the purchase of ergonomic equipment? 

Funding assistance is available for approved purchases of ergonomic equipment recommended for state staff and faculty. The recommendations are based on the results of a formal ergonomic evaluation completed by an Ergonomic Specialist within the Office of Risk Management.  Match funding of 50% is provided for the purchase of approved equipment after the department pays an initial deductible of $200.00. Once the deductible is met, all future purchases made for the individual in that particular department will receive the full 50% match funding. The maximum funding assistance available for chair purchases shall be dependent on the cost of a standard chair that meets all minimum specifications as determined by the Office of Risk Management. The steps listed below are required to obtain match funding: 
Step one: Workstation evaluation
Have your supervisor contact Tracey Garza via e-mail (traceyg@csufresno.edu), with the Department of Risk Management & Sustainability to arrange for an appointment. She or another ergonomic specialist will complete the evaluation and will present the employee, the department secretary and the supervisor with a copy of the report. The report will include any equipment purchase recommendations.
Step two: Complete and submit a purchase requisition (one per vendor)
Include the following information/verbiage in the body of the requisition: 

· Cost split between:
(Your department name) / (Your department's PeopleSoft Account Code)
Cost:

Risk Mgmt / (Ergo account code to be added later)
Cost:
· Compute the cost split in the following manner.
Example: Splitting cost of an ergonomic device totaling $335.00 (total must include tax & shipping/handling charges)
	$ 335.00
	 

	- 200.00
	deductible*

	$ 135.00
	

	divide by 2
	 

	$ 67.50*
	 


· *Add together to compute cost for the Department, i.e. $267.50
Cost to Ergonomics Program in this example is $67.50
· All requisitions must be: 

· Signed by the appropriate parties 

· Accompanied by a copy of the workstation evaluation, and other appropriate documentation as needed. 

· Submitted to Tracey Garza for approval at M/S LS 140 (Tracey will forward approved requisitions to Procurement for further processing.) 

