Software Procurement Procedure 

	Purpose:  To ensure that the software procurement is conducted within the University regulations 

	Responsibility
	Steps of the procedure
	Forms and references

	Originator (Requester)
Chairman
ITC Director
Originator (Requester)

Chairman

	1. Fill in the Software Search Request and submit to the Chairman

2. Fill in the Department Head’s section of the form and sign 

3. Forward the form to the Information Technology Center (ITC) for checking on the software availability
4. Return the form to the Department after searching
5. If the software is not available in KFUPM , fill in the Purchase Requisition Form
6. Submit both the PR and SSR to Chairman
7. Sign the PR and forward to ITC *


	Software Search Request (SSR)
Purchasing Requisition Form




* Departments should maintain Register about all the software in the department including the following information: title of the software, brief description and purpose, supplier name and address, purchase date and price and signature of the concerned employee with his name and ID#. All software should be handed to the department after the employee leaves the department for good.
