NOAA Fisheries • Office of Science and Technology

Information Technology Purchase and Inventory Policy

Information Technology Purchase, Relocating, and Surplus Procedures
December 2007

This document defines the procedures to be followed by NOAA Fisheries Office of Science and Technology staff wishing to purchase, relocate, or surplus information technology (IT) hardware and software.  This hardware and software procurement policy will:

· ensure Office compliance with all DOC/NOAA/NMFS information technology standards, policies, and Certification and Accreditation process;

· facilitate efficient tracking (NOAA SUN Flower and internal inventory systems) and maintenance of Office IT infrastructure; and

· enable cost savings realized through greater standardization and volume purchasing.
Although final purchasing authority rests with the pertinent supervisors, all IT-related purchases must first be reviewed and endorsed by the Science Information (ST6) Division Chief prior to purchase.  All purchases, relocations, and surplusing of Office IT hardware and software must be documented in the Office Hardware and Software Inventory System (OHSIS).
 IT Purchase Procedure

Hardware Purchase Procedure

1. Fill out F/ST Information Technology Purchase Request Form online. The URL for online purchase request is:  http://www.st-test.nmfs.gov/pls/apex/f?p=141:1:5259968875073071
2. Obtain clearance (signature) from the Science Information Division Chief.

3. Obtain approval (signature) from the Supervisor.

4. Make purchase via credit card, purchase order, or C. Request.

5. After purchase, provide paper invoice and/or credit card statement to appropriate Property Contact.
6. Property Contact will enter pertinent information into the Sunflower System for hardware item(s).
7. Property managers and/or designated personnel will enter the purchased item and information into the OHSIS. 

8. Prior to the use of said equipment/hardware, the property manager(s) will:

a. Put a bar-code on the equipment; and 
b. Submit equipment to the Helpdesk for set-up and configuration as needed.
9. After the Helpdesk configures the hardware, the equipment will be delivered to the designated user or location.
Software Purchase Procedure

1. Fill out F/ST Information Technology Purchase Request Form online. The URL for online purchase request is:  http://www.st-test.nmfs.gov/pls/apex/f?p=141:1:5259968875073071
2. Obtain clearance (signature) from the Science Information Division Chief.

3. Obtain approval (signature) from the Supervisor.

4. Make purchase via credit card, purchase order, or C. Request.

5. After purchase, provide paper invoice and/or credit card statement to appropriate Property Contact.  Minimally, such information should include:
a. Date of purchase

b. Vendor of the software

c. Amount of item purchased (total cost and quantity of items)

d. User(s) of the software

6. Property managers and/or designated personnel will enter the purchased item and above information into the (OHSIS). 

IT Equipment Relocation and Surplus Procedure

When equipment is to be moved due to personnel changes, equipment replacements, surplus, etc., inform your Property Contact prior to the move.  The notification must include:
· The former and new user(s), if applicable;

· When the equipment is to be moved/surplused; and

· The former and new location of the equipment.

Laptops
It is NOAA policy that all laptop users/owners must complete NOAA Form 37-40, Personal Custody Property Record/Hand Receipt.  This form can be obtained online at:

http://www.corporateservices.noaa.gov/~noaaforms/eforms/nf3740r1.pdf
Once filled out and signed, provide to Property Contact for record keeping.  The form will be closed out when the equipment is returned.
Office of Science and Technology Property Managers

As of December 2007, the following individuals collectively serve as the Office of Science and Technology’s Property Managers:

Property Contacts

Roy Williams, Lelia Wise

Property Custodian

LCDR Jeremy Adams

Accountability Officer
Bonnie Ponwith, Deputy Director













