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Software Installation Policy
Introduction: How to Use This Template
Controlling software installed on enterprise end-user devices is not only a best practice for cost control, but also a potential issue of legal or regulatory compliance. A Software Installation Policy articulates what software is permitted on enterprise end-user devices and who authorizes and carries out the installation task. This policy is accompanied by an end-user Software Request Form.
To use this tool, simply fill in the blanks provided. Be sure to delete all introductory and explanatory text in dark grey and covert all remaining text to black prior to distribution.

Purpose

The goal of the IT Department is to provide stable technology solutions that both perform well and appropriately address business needs. A lack of standards regarding what software titles can be installed on company end-user devices, including desktop and laptop machines, can hinder provision of excellent service to all end users and departments. 
The purpose of this Software Installation Policy is to address all relevant issues pertaining to appropriate software installation and deployment on [company name] end-user computing devices.
This policy is a living document and may be amended at any time. Any questions regarding this policy should be directed to [IT staff member name/title].
Supported Software

The following is a list of fully supported, standard software that may be installed on company-owned end-user devices:
· Microsoft Windows XP
· Microsoft Office 2007
· [Software title and version]

Other supported software titles, available upon request, include:
· Microsoft Project 2007
· Microsoft Visio 2007
· [Software title and version]

Restricted software titles available to individuals with a demonstrable business need and having been granted management approval include:
· Sage Accpac 5.5

· Macromedia InDesign CS3
· [Software title and version]

The IT Department does not provide support for any software titles not listed above. The IT Department expressly forbids installation of the following software:
· Privately owned software.

· Internet downloads.

· Pirated copies of any software titles.

· Any title not listed in this policy.

· Any software not installed according to the procedures set out in this policy.
Software Requests

It is imperative that all software installations and de-installations be thoroughly documented so that appropriate licensing fees can be paid or amended. 

If you would like to have software installed on your device, approval must be obtained from your direct supervisor (or designate) as well as [IT staff member title name]. This includes all software titles listed above, currently unlisted titles, and privately owned and licensed titles. The IT Department reserves the right to reject any software installation request for any reason.
Please fill out a copy of the Software Request Form located at the end of this policy and return it to your direct supervisor (or designate) for forwarding to the IT Department.
Software Installation

Software titles are to be installed on company-owned end-user devices by [IT staff member name/title], or under [his/her] direct supervision. However, there are a few titles that may be downloaded and installed by end users without supervision. These are limited to:
· [Software title and version]

· [Software title and version]

These self-installable titles can be found on the [shared drive/intranet] at [state location]. Instructions for download and installation of these titles can be found at [state location].

All software installed on [company name] systems (including all commercial and shareware products) must be used in compliance with all applicable licenses, notices, contracts, and agreements. 
The IT Department reserves the right to uninstall any unapproved software from a company-owned machine.
Periodic Audits

The IT Department reserves the right to monitor software installation and usage on [company name]’s end-user computing devices. The IT Department will conduct periodic audits to ensure compliance with this Software Installation Policy. Unannounced, random spot audits may be conducted as well. During such audits, scanning and elimination of computer viruses may also be performed. Other unsanctioned software may also be uninstalled at this time.
Non-Compliance Penalties

Penalties for violation of this policy will vary depending on the nature and severity of the violation.  Penalties include:
· Disciplinary action, including, but not limited to, reprimand, suspension and/or termination of employment.

· Civil or criminal prosecution under applicable law(s).
Employee Acknowledgement

I have read and understand [company name]’s Software Installation Policy. I agree to abide by it as consideration for continued employment by [company name]. I understand that violation of any of the above policies may result in my termination.

___________________________________
Employee Name

___________________________________

_____________________________

Employee Signature




Date

Software Request Form
The purpose of this form is to request software for installation on an end-user device. Please fill out all appropriate sections and return it to your direct supervisor (or designate) for approval and subsequent processing with the IT Department. The IT Department will approve or deny software requests in accordance with its Information Technology Standards and Guidelines document. 
	Date Requested
	

	Employee
	

	E-mail/Phone
	

	Department
	

	PC Number
	

	Supervisor
	


Standard Software Request: Please check all appropriate boxes below to request installation of one or more standard, IT-supported software titles.

	· Microsoft Windows Vista
· Microsoft Office 2007
· Microsoft Project 2007
· Sage Accpac 5.5

· Macromedia InDesign CS3
	· [Software title and version]
· [Software title and version]
· [Software title and version]

· [Software title and version]

· [Software title and version]


Non-Standard Software Request: Please fill in the areas below to request installation of non-standard, unsupported software, including personally owned software titles.
	Title and Version
	

	Reason Requested
	

	
	

	Title and Version
	

	Reason Requested
	

	
	

	Title and Version
	

	Reason Requested
	


Supervisor Approval

I approve the software installation request as outlined above.

___________________________________
Supervisor Name

___________________________________

_____________________________

Supervisor Signature




Date

IT Approval

This section is for IT Department administrative purposes only.
	Request Approved
	

	Planned Install Date
	

	Actual Install Date
	


___________________________________
IT Authority Name

___________________________________

_____________________________

IT Authority Signature




Date

_____________________________________________________
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