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AGENCY-BASED COMPUTER EQUIPMENT

POLICIES AND PROCEDURES 

Revision Date: June 2016
POLICY STATEMENT:

The receipt, storage, and maintenance of agency-based computer equipment will be handled in a consistent manner. 
PROCEDURES:

1. Agency requests for computer equipment are made via the CPCDMS HelpDesk and should contain an explanation of why the equipment is needed.  If approved, the equipment is delivered to the funded agency and is signed for by the receiving agency at the time of delivery.  A copy of the signed Equipment Placement Form is given to the receiving agency.  The original signed form is kept at Ryan White Grant Administration (RWGA).

2. RWGA is notified if equipment is moved after its initial deployment, so that the new location can be noted in the computer inventory database.

3. Upgrading/updating of workstation operating systems is a constant ongoing operation, which will be performed by RWGA personnel, after thorough testing when the CPCDMS application has proven successful.

4. If an agency loses their funding, the equipment may be removed at the discretion of RWGA. 
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