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Introduction

 [Company Name] wants to ensure that we are meeting our responsibilities as software users by ensuring that all software packages [Company Name] purchases are legal and accounted for properly.  The purpose of this document is to outline the steps we need to take in order to ensure that all software we purchase is processed into our inventory tracking system and all documentation of ownership is properly stored and maintained.
Overview
Goals

1. Define the requirements for lines of business to license software.
2. Define the steps necessary to ensure that our software inventory is kept up-to-date Refine the steps necessary to ensure the retention of all documentation proving our license rights to the software.
3. Define the steps necessary to provide lines of business access to software documentation
Summary of Steps to be Taken
1. Request software
2. Purchase licenses for software

3. Receive software

4. Distribute software

5. Ensure software documentation is available to end users

Software Acquisition Steps

Requesting Software

Work with the IT Department to determine your software and/or equipment needs. Once determined, obtain approval from the department manager according to [Company Name] purchase order requisition procedures.
Purchasing Licenses for Software

Send the completed purchase order requisition to the IT Department for verification and approval. If changes are necessary, IT will contact the requesting department.

The IT Department sends the approved purchase order requisition to the Purchasing Department where it is processed.  All orders are sent to the IT department.
Receiving Software

When the item(s) is/are received, the IT Department follows [Company Name] Check-In Procedure to ensure the software is included in the software inventory. 
The IT department maintains such copies of media and documentation as needed to support our systems in a central on-site repository.  All remaining original and backup disks and all original licensing documentation are stored offsite at the following location:

Address 1

Address 2

City, State Zip

Departments may keep copies of the original documentation for reference purposes.

Distributing Software

After the check-in process is complete, IT will contact the requesting department to schedule software installation.
IT will require the following information for each employee who will receive the software:

Name

Email Address

Phone Extension

If software needs to be reinstalled, contact IT to perform the reinstallation.
Ensure Software Documentation Available to End Users

Copies of the End User License Agreement (EULA) and manuals will be made available to the department(s) receiving the software. 

If at any time an employee needs a copy of software documentation, the IT Department will provide the documentation. 

Additional Information

For more information, or if you are interested in acquiring software for a special purpose, please contact [Contact Name] at [Contact Phone Number] (or by e-mail at [Contact Email]) at least three months in advance of your proposed acquisition. 
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