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PROCEDURE:
DATA SYSTEMS/COMPUTER SERVICES:  COMPUTER ACQUISTIONS

PURPOSE AND INTENT:

To define the steps and fix the responsibility for acquiring any computer for college use.  New acquisitions may be made only after review is made of the existing college computing capability and the capabilities of the equipment to be purchased.

PROCEDURE:

I.
Department or division that has a need for computing equipment submits a description of the need to the vice president, for institutional and program planning via the appropriate provost or vice president for review by the data systems/computer services users committee.

II.
With input from the requesting department/division, the data systems/computer services users committee will review the needs and recommend to president’s cabinet acceptance of the request or suggest alternative solutions.

III.
President’s cabinet will review and accept or reject the request.  If accepted, the requesting department/division will then prepare a detailed statement or description of need for bid purposes, taking into account the review committee’s suggestions.

IV. 
The director, data systems/computer services (or his designee), shall be directly involved in this process; shall sign off on the decision to acquire any additional college computing equipment; and, if the computer equipment or software is estimated to cost $6,000 or more, shall prepare state form approval request for lease or purchase of forwarded to the state department of education, division of community colleges, for approval by the commissioner of education.  This approval must be obtained before the computer equipment or software can be ordered.
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