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IT Software Purchasing Policy 
 

All software purchased by the United World College – USA [UWC-USA] for the purpose of being used by 

any department of UWC-USA will be purchased by the Information Technology [IT] department. As such 

the IT department will be responsible for managing all licensing terms, subscriptions and renewals for 

such software.  

Qualifying Software: For the purposes of this policy, the term “Software” refers to any installed 

application, cloud hosted service, web application or subscription of any kind charged to or paid for by 

the UWC-USA.   

Purchasing Terms: When purchasing software, the intended user or proposing individual or department 

must have a proven need for the purchase of new software. Software will only be purchased if a 

preexisting solution is not adequate in providing the required functionality for an individual or 

department to operate effectively. It is the responsibility of the requesting department or individual to 

research software solutions and/or take part in the evaluation of new software solutions to fulfill the 

department’s needs. The IT department will make every effort to provide guidance and ensure 

environmental compatibility before purchasing software. 

Purchasing Process: In order for new software to be purchased by UWC-USA, the department in need of 

the software must have their department head submit an IT work order for the purchase. The proper 

work order should include all relevant details of the purchase including: software name and vendor, 

number of users, type of software, explanation of why it is needed, what software is currently being 

used (if any) and how new software will be used. Depending on cost and currently available software, IT 

will approve or deny the request. Upon approval, if multiple solutions exist IT will coordinate product 

evaluations with the requesting department and move forward with purchasing, licensing and 

integration of new software to be used by UWC-USA.    

Software Exceptions: Any open source or free to use, software or software service can be used by any 

department without prior approval from the IT department as long as it does not prove to be harmful to 

the UWC-USA network, user base or any device. It is the responsibility of the user to install, configure 

and manage updates and licensing of any free software, unless provided by the IT department. If any 

software or service is determined to be harmful in any manner by the IT department, it will be removed, 

blocked or otherwise disabled without notice.   

Software Support: The IT department will make every effort to train and provide support to all users in 

the operation of UWC-USA purchased/licensed software as needed. Users independently installing or 

subscribing to free software or services are solely responsible for managing and supporting such 

software. While the IT department may provide guidance and/or user information where possible for 

user software, they are not required to support any software that has not been licensed or configured 

by the IT department.       


