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DEPARTMENTAL COMPUTER PURCHASES POLICY

INFORMATION TECHNOLOGY SERVICES
OVERVIEW:

The purpose of this policy is to establish a procedure for the purchase of computers by departments.  

GUIDELINES AND RESTRICTIONS:

1) Completed purchase requisition with appropriate account number and authorized signature(s).

2) Requisition forwarded to Information Technology Services for review for the following:

a. Warranty (3 years parts)

b. Configuration matched with intended use

c. Inventory control

d. Technical advisory purposes

e. Support clarification

3) After review and consultation with requestor (when required), ITS will initial and date purchase requisition and forward to the business office.   If after consultation with requestor ITS does not agree with the specifics of the purchase request, the requestor may appeal to the Information Technology  Steering Committee.  Upon appeal and review by the IT Steering Committee either the requestor, or Associate Vice President of ITS may appeal the decision of the Committee to their appropriate vice-president who may make final appeal to the Executive Cabinet.

4) Upon arrival of the equipment the department or user may contact ITS for installation and network configuration.

5) If the user or department sets up their own system they must notify ITS of the model and serial number of the system.

