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I.
Purpose

The purpose of this policy is to establish the general guidelines governing the acquisition of Personal Computer Software within [Insert Company Name Here] and its subsidiaries.  Included in this policy are software licensing requirements, general software categories, installation procedures and Kirby support levels.

II.
Policy

The Corporate MIS department is responsible for acquisition of all software installed on corporate Local Area Networks and/or corporate personal computers.  In order to maintain the proper level of control over corporate networks software standards as described herein will be enforced.   [Insert Company Name Here] is subject to substantial fines and possible criminal prosecution if violations of software licenses are found.  Therefore, the policy described herein will be vigorously enforced by Corporate MIS.  Software purchased by [Insert Company Name Here] is to be used for business purposes only.  Use of any other software such as computer games and personal software is prohibited.
III.
Procedures

Licensing

All software products are subject to licensing arrangements stipulated by the software vendor.  A software license only allows Kirby to use that software.  Kirby does not own the software or related documentation and is bound by the terms specified in the license agreement.  Unless stated in the license Kirby does not have the right to reproduce the software.  A software license is typically granted for a specified number of users.  Any usage beyond the limit specified in the license agreement is unauthorized and in violation of the license.


All software to be installed on Kirby personal computers or a Kirby Local Area Network is required to have a valid software license.  The software must be purchased by [Insert Company Name Here] and all license agreements will reside at the Kirby Corporate offices.  Software not purchased by Kirby cannot reside on a Kirby personal computer.  Periodic audits of all corporate personal computers will be performed that only authorized software products are installed.  A database of authorized software installed on each pc is maintained by the Corporate MIS department.


Any Kirby employee who becomes aware of a violation of a software license policy notify their supervisor.  The supervisor should then notify the MIS department to correct the violation.


Kirby does not condone the illegal duplication of software.  Those employees who acquire or use unauthorized copies of computer software shall be subject to disciplinary actions.


Software Support Categories

Generally, a commercial software product will fit in one of the following categories:


Licensed/Fully Supported  - A limited set of pc software products will be installed on all corporate networks for general-purpose use.  Software in this category will be supported by Corporate MIS as described in the following section.  A list of Fully-Supported software is included in included in Appendix xx.


Licensed/Limited Support  - Software products that are not included in the corporate standard set but are acquired to meet a specific need.  Access to this software will be restricted to a limited number of users.  Support provided by Corporate MIS for these software products is limited as described in the following section.  A list of installed software products from this category can be obtained from the Director of MIS.


Evaluation/Demonstration Software - Computer software for evaluation or demonstration purposes.  This software is "on loan" from the software company and all licensing agreements are in effect.  The acquisition of evaluation/demonstration software should generally be done within the context of a formally-defined MIS project.  Corporate MIS will acquire all software in this category and monitor the licensing restrictions.  Upon expiration of the evaluation period, the software will be removed from the corporate network.  If this software product is subsequently acquired it will be placed in either the fully supported or limited support category depending on the extent of usage anticipated.


Shareware/Freeware - Some software products are distributed by the author free-of-charge on the "honor" system.  If a decision is made to use the software a nominal registration fee may be required.  This software is typically acquired through personal computer publications and/or downloaded from electronic bulletin boards.  While some useful utility software can occasionally be found through this channel, use of shareware/freeware software is strongly discouraged as the products have no vendor support available and are susceptible to having computer viruses imbedded within them.

Software Support Levels provided by Corporate MIS

Licensed/Fully-Supported category:


Pre-Purchase Consultation - A formal requirements analysis will be conducted to determine the specific needs for the software and candidate products will be identified and evaluated.  Software/hardware compatibility issues will also be examined (i.e. memory/disk requirements, operating system requirements, etc.).


Purchase/Installation - License terms and conditions of the software will be reviewed and pricing will be negotiated with the vendor.  The software will be acquired and loaded onto the corporate network with proper security restrictions.


Training - End-user training on the software will be provided through internal or outside classes, software manuals and in some cases, software tutorials. 


Help Desk Support - Technical support will be provided by Corporate MIS through the Help Desk Coordinator.  Product "experts" within the company, either MIS department personnel or users in the company who are extremely proficient in software application, will be utilized to facilitate internal support.


Upgrades - Corporate MIS will monitor new releases of the software over time and upgrade corporate licenses when appropriate.  These upgrades typically provide enhancements to the software.  The MIS department is responsible for evaluating the software upgrade, compatibility with existing hardware and software and determining whether the upgrade is appropriate for Kirby.


Licensed/Limited Support category:


Pre-Purchase Consultation - A formal requirements analysis will be conducted to determine the specific needs for the software and candidate products will be identified and evaluated.  Because a product positioned in this category will have been deemed inappropriate for general-purpose use, the analysis will be limited to the specific needs for which the software is being acquired. 


Purchase/Installation - License terms and conditions of the software will be reviewed and pricing will be negotiated with the vendor.  The software will be acquired and loaded onto the corporate network with proper security restrictions.


Training - No means of on-going training will be provided.  Users will have to rely on product documentation and or tutorials to become familiar with the product.  Outside training will be considered on a case-by-case basis.


Help Desk Support - No internal support for the product will be maintained.  All support requests will be forwarded directly to the vendor.


Upgrades - Corporate MIS will not monitor new releases of the software.  Any upgrade requiring additional expense will have to be justified by the end-user(s) requesting the upgrade.  Refer to the Corporate Policy for MIS Purchases.

Software Installation Procedures

The MIS department is responsible for installation of all software on Kirby Local Area Networks and Kirby personal computers.  In order to maintain the integrity of our corporate network and accurately monitor all software licenses, employees are not allowed to install software on corporate Local Area Networks and/or personal computers.
Software Acquisition Procedures

The above guidelines are to be considered when requesting the acquisition of personal computer software.  The guidelines for preparing and submitting a purchase request are explained in the Corporate Policy for MIS Purchasing.


To request the acquisition of evaluation/demonstration software complete the MIS System Service Request form with the appropriate information and forward the Corporate MIS Department.

[Insert Company Name Here] Policy Regarding the Use of Microcomputer Software
I. [Insert Company Name Here] purchases or licenses the use of copies of computer software from a variety of outside companies. [Insert Company Name Here] does not own the copyright to this software or its related documentation and, unless authorized by the software developer, does not have the right to reproduce it for use on more than one computer.

2. With regard to use on local area networks or on multiple machines, [Insert Company Name Here] and its subsidiaries employees shall use the software only in accordance with the license agreement.

3. [Insert Company Name Here] employees learning of any misuse of software or related documentation within the company shall notify the department manager or the MIS Department.

4. According to the US. Copyright Law, illegal reproduction of software can be subject to civil damages of as much as $100,000 per work copied, and criminal penalties, including fines and imprisonment.  [Insert Company Name Here] employees who make, acquire or use unauthorized copies of computer software shall be disciplined as appropriate under the circumstances.  Such discipline may include termination.  [Insert Company Name Here] and its subsidiaries does not condone the

illegal duplication of software.

I am fully aware of the software protection policies of [Insert Company Name Here] and agree to uphold those policies.

Employee Signature and Date 
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