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Memo

To:
All Faculty and Staff

From:
Tim Estep, Technology Manager

CC:
Michael Hood, 

Date:
3/5/2008
Re:
New computer/computer equipment purchases. 

Hello Everyone,

This memo is to establish procedures that are needed for the acquisition of new computers and computer related equipment.

· The Department Office should submit all purchases for new computers/ computer equipment to the Technology Office.  This is to verify that the equipment’s specifications meet future ACPAC standards and that the computer meets other University requirements.  I believe the best way to accomplish this would be in the “Prepared By” section of the DPR to include a space for me to initial.  i.e.: Stossel/Estep

· All newly purchased computers should be delivered to the Technology Office so that they can be setup with basic University Software (MS Office, Telnet, Anti-Virus etc.) and prepared for the current network. At this time the equipment will be added to the centralized Inventory.  The DPR should state in the Room Number Section: Technology Office 124 SPR.

· After the computer/computer equipment is prepared it will be put into place.  If replacing an older computer, the user’s files will be transferred to the new computer and the old computer will be reallocated for use in another location.  This process will include the complete formatting of the computer’s hard drive and reinstallation of needed software.

If you have any questions or comments about these procedures please contact me.








-Thank you








-Tim Estep 
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