POLICY FOR PURCHASING COMPUTER HARDWARE

Computer hardware purchases for academic instruction and administrative purposes must be approved by the Director of Information Technology (DIT) before obtaining a purchase order.   Most hardware purchases are capital expenditures and therefore must be approved by the President’s Cabinet.  Hardware purchased or received via gift-in-kind must meet the requirements set forth by the Office of Information Technology as identified in appendix A.  Requests for new or upgraded computer hardware are usually submitted to the DIT during the budgeting process.  At other times during the budget year, requests are submitted directly to the DIT.  Upon receiving any request for computer hardware, the DIT evaluates the user’s needs and either approves the purchase, satisfies the need with hardware currently owned by the University, or denies the purchase.

Once approved the DIT secures bids from vendors and submits a purchase order to the supplier.  All equipment must be shipped directly to the Office of Information Technology.  Equipment will not be placed until properly inventoried.

POLICY FOR PURCHASING COMPUTER SOFTWARE

Computer software purchases for academic instruction and administrative purposes must be approved by the Director of Information Technology (DIT) prior to obtaining a purchase order.  

Academic software used for instructional purposes is usually related to unique and specific course objectives and can greatly enhance the learning experience.  Therefore, each faculty member is responsible for the evaluation and testing of software used for instructional purposes.  During the evaluation period, the faculty member is required to consult with the DIT to confirm that the proper hardware configuration is available, students have access to the software and hardware, cost is within allotted budget, and proper license agreements have been secured.  Funding for academic software rests within the division in which the instruction occurs.  Therefore, requests for academic software must be submitted to the Division Chair for inclusion in the budget process or immediate purchase should funds be available.  Division Chairs will forward the approved request to the DIT for final approval.

Once approved the DIT secures bids from vendors and submits a purchase order to the supplier.  All software must be shipped directly to the Office of Information Technology.  Software will not be loaded until properly inventoried.  All software will be installed under the supervision of the Office of Information Technology.

Administrative software is defined as an integrated multi-user system that manages the efficient flow of student data from admissions to registration to alumni/development relations including financial data relative to the operation of the University.

Based on the definition, the recommendation of administrative software for the total administration of the University is the responsibility of all administrative users.  The user’s, in consultation with the DIT confirms that the software for administrative use integrates with the total University software solution, meets requirements of a given department, including external requirements set forth by agencies such as the Department of Education, SACS, FASBE 116, 117 and the costs associated are within budget guidelines.

General use software usually resides on all university PC’s and is most often designed to aid users in performing tasks such as word processing, spreadsheet and database processes, virus protection, e-mail, web browsing, including plug-ins, and other general purpose tasks.  The Office of Information Technology usually funds software in this category.

Administrative offices periodically need unique and specific software to accomplish departmental goals.  Therefore, area vice-presidents are responsible for the initial evaluation and testing of this software.  During the evaluation period, the vice-president is required to consult with the DIT to confirm that the proper hardware configuration is available, adequate access to the software is available, cost is within allotted budget, and proper license agreements have been secured.  Requisitions should be forwarded to the DIT for final approval.  Funding will be the responsibility of the department placing the order.  Ordering, installation and license maintenance will be the responsibility of the Office of Information Technology.

Software designed to maintain patron information, circulation data, and electronic catalog data for university libraries is required.  The Library staff and the Office of Information Technology are responsible for decisions related to software evaluation, purchase, installation and maintenance of such software.

The Internet provides the opportunity for users to download shareware, freeware, screensavers and plug-ins.  Users are not permitted to install any software without the approval of the Office of Information Technology.
A list of approved software is available upon request from the IT office.
APPENDIX A

EQUIPMENT ACCEPTED AS A GIFT IN KIND DONATION

The university will accept only equipment that has been approved by the Director of Information Technology.
