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I.
Purpose


The purpose of this policy is to establish the general guidelines governing the acquisition of Personal Computer Hardware within [Insert Company Name Here] and its subsidiaries.  Included in this policy are hardware configuration guidelines, as well as, guidelines applicable to the acquisition of new hardware.

II.
Policy


The corporate wide-area and local networks are vital to the business of [Insert Company Name Here] and its subsidiaries.  Additionally, personal computer and network hardware represent a very substantial investment on the part of the corporation.  For these reasons it is essential that all corporate networks and related pc hardware be managed in a very controlled manner.  The Corporate MIS department is responsible for setting technical standards for the acquisition of all personal computer hardware purchased on behalf of [Insert Company Name Here].  In addition, Corporate MIS is responsible for overseeing the acquisition, installation, and maintenance of all network and pc equipment within the corporation.  


[Insert Company Name Here] is committed to providing all the tools necessary for an employee to effectively accomplish his job responsibilities.  When a determination is made that an employee needs a new pc or some form of hardware upgrade, Corporate MIS will ensure that all such acquisitions are compliant with the technical standards set forth for the corporation.  Maintaining such compliance is an integral part of controlling the overall integrity of the corporate networks as installing an incompatible hardware component on a personal computer can result in a disruption of the entire network to which it is attached.


All computer equipment purchased by the corporation is intended to be used for business purposes only.  Personal use of corporate computer equipment is prohibited.
III.
Procedures


Technical Standards for PC Hardware

To maintain a stable and consistent architecture across all corporate networks and related personal computers, technical standards for pc hardware are maintained by Corporate MIS.  MIS maintains a Standard Desktop Configutation which meets or exceeds the needs of the users. This is is constantly updated by MIS to reflect changes in requirements or the availability of new or better technologies. Two basic configurations are maintained:



Standard Desktop Configuration 



Standard Laptop Configuration

Special Requirements

It is anticipated that these standard configurations will meet the needs of the vast majority of users within Kirby.  Deviations from these standards will be kept to a minimum.  The merits for acquiring specialized configurations will be evaluated on a case-by-case basis when the need arises.


Peripheral Equipment

Standards for peripheral equipment such as printers, plotters, CD-ROM players, and scanners will also be maintained by Corporate MIS.  Unless a compelling reason is presented for deviating from these standards, they will be followed in purchasing any peripherals.  


Equipment Installation/Transfer

Corporate MIS or the Local LAN Coordinator will be responsible for installing new pc hardware.  If it is determined that the user for which a new pc was purchased could actually function adequately with an existing pc that has become inadequate for another user, Corporate MIS will install the pc's accordingly.  The practice of "cascading" new equipment in such a manner will serve to extend the useful life of many of the pc's currently installed across Kirby.  New pc's will be installed in the manner which best benefits the corporation.  Although, no user will be expected to "make do" with an inadequate pc if a new computer was purchased on their behalf.  Equipment will only be cascaded if it meets the needs of all parties involved.


Requisition and Approval Process

A Capital Expenditure Request for should be completed and forwarded to Corporate MIS to request to purchase a new pc, hardware upgrade, or peripheral device, following the steps outlined in the Corporate Policy for MIS Purchasing.


Justification:
Requistions for items as expensive as pc’s must be viable in the business sense. It us up to the user, not Corporate MIS to justify the purchase of a pc. The Capital Expenditure Request form is the instrument to get your request processed. The most common reasons for the disapproval of pc requests are:



-
Lack of economic justification



-
Lack of economic justification



- 
Lack of economic justification

The requestions that do get approved typically have well thought out reasons and actions plans for their use. 
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