
University College Computing Purchasing and Replacement Guidelines  
  

 
University College is committed to providing department faculty and staff with the computing systems 

needed to support innovative operations, pedagogy, curriculum, programs, scholarship and service. These 

guidelines are intended to increase consistency, transparency, and equity within and among UC 

departments and support the College’s efforts to be responsible stewards of funds. 

  
I. Institutional Guidelines 
  

A. Purchasing of Computing Equipment for New Employees:  
1. At the time of a new hire, the institution adds to the base funding of a department 

$1000 for full-time staff positions and $2500 for full-time faculty positions. This funding 

is expected to cover the employee’s initial computing equipment as well as office 

equipment and supplies.  After the employee’s first year, this money remains in the 

department’s Current Capital & Travel index (CC&T) and is used to fund faculty travel, 

professional development, computing equipment, supplies, furniture and all other 

operating costs of the department.   
2. If a staff or faculty line is transferred to another department, that base funding 

will be transferred to the new department’s CC&T index.  If a staff or faculty line is 

discontinued, that base funding will be transferred to the Deans’ Office for reallocation. 
B. Replacement of Computing Equipment: 

1. The UVU Office of Information Technology’s Technology Support Committee 

Standards and Support document, section 5.1, states that “Computers, printers and related 

devices typically have a useful life of approximately 4 years. After this period the cost in 

time for area technicians to support and maintain this equipment increases beyond what is 

reasonable. Therefore, every effort should be made to replace computers that are over 4 

years old.” 
  C. Support of Computing Equipment: 

1. The UC IT Support Office, under the direction of the Dean, is responsible for 

supporting the computing systems of UC full-time faculty and staff.  Select systems used 

by UC part-time employees may also be supported by this office.  
2. The Technology Support Committee Standards document, section 4.3, specifies 

the kinds of hardware and software not supported by UVU Area Technicians (i.e., UC IT 

Support): 
a. Hardware that formerly met the technology standards but is now more 

than 6 years old.  
b. General technology that is purchased against UVU policy or standards 

within this document. 
c. Personally owned computing devices and computing devices without a 

UVU inventory tag. 
d. Printer hardware service and repair. We recommend HP Managed Print 

Services for printer service and repair. 
e. Equipment used at personal residences for official or unofficial business 

(due to legal, liability, connectivity, and other issues). [University College 

understands this clause to mean that desktop systems at personal residences will 

not be supported. UVU owned laptops and tablets are assumed to be mobile.] 
f. Equipment owned, operated, or maintained by departments outside of 

UVU with the exception of those entities that have contractual agreements with 

UVU. 

https://www.uvu.edu/oit/policy/supportstandards/index.html
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g. Equipment or technologies not owned by UVU with the expectation of 

limited support for wireless connectivity. 
h. Equipment prohibited for use in UVU facilities. 
i. Software applications in violation of legal, licensing, or copyright 

agreements. 
j. Use of hardware, software, or any other technology in violation of UVU 

Appropriate Use, Information Security, or other policies. 
  
II. University College Guidelines 

  
A. In addition to complying with all institutional guidelines, University College supports and 

encourages the replacement of laptops and desktops every three years when funds allow. 
B. Systems older than 6 years should, preferably, be returned to UC IT Support for 

surplussing. Faculty and staff may keep these systems if they have a use for them, understanding 

that they may not ask UC IT Support or UVU IT support services to support these systems.  
C. Desktop systems, regardless of age, may not be taken to an employee’s home. If an 

employee has a UVU desktop system at home, it will not be supported by UC IT Support or UVU 

IT support services. 
D. Faculty and staff leaving employment in UC for any reason must return all systems UVU 

owned systems and equipment to the UC IT Support Office. 
E. All faculty and staff are required to have at least one non-tablet computing system. 
F. Only two computing systems (desktop and/or laptop) and one tablet will be supported by 

UC IT Support and UVU IT support services at any one time. 
 
 III. Department and Employee Responsibilities 
  

A. Except in rare situations (SERS grants, special projects, etc.), UC departments are solely 

responsible for funding the purchasing and replacement of faculty and department staff 

computing equipment.   
1. Department Chairs are expected to plan their budgets in such a way that there is 

necessary funding to cover faculty and staff computing needs. Because employee 

travel/professional development and all department operating costs also come out of 

CC&T indexes, department chairs should plan and budget carefully to ensure that they 

can cover all expenses. Planning for the next academic year’s travel and computing 

expenditures should be done at the beginning of each fiscal year. 
 

2. In order to meet faculty and staff computing needs, Department Chairs are 

encouraged to transfer a predetermined amount each year from their CC&T accounts into 

the UC Repair & Replace Account (R&R) which rolls over.  The contributions of 

individual departments will be tracked by the UC Assistant to the Dean for Financial 

Operations.  Department funds in this account may be transferred back to departments or 

to UC IT Support at any time at the request of the department chair. 

 
3. Starting with faculty and department employees who currently have the oldest 

computing systems (a roster of faculty and department staff eligibility will be created by 

the UC Deans’ Office), faculty and department staff shall have an allotment of $4000 

every three years for computing equipment (laptops, desktops, tablets, monitors, 

keyboards, specialized hardware or software, and other computing related equipment). 

All monies not utilized by a faculty or department staff member during that 3-year period 



will return to the larger department CC&T index; monies allotted to individual employees 

may not be rolled over into the next 3-year period.   

 
5. If a department has insufficient CC&T or R&R funds to cover an allotment of 

$4000 every three years, the department chair, in consultation with the Deans’ Office, 

may choose to allot $4000 per full-time employee every 4 years. 

 
B. In the event that one of a department employee’s systems is damaged or not working, the 

employee should contact UC IT Support immediately to determine whether the system is still 

under warranty. Although every effort should be made to ensure that employees have the 

computing systems needed to perform their jobs, there is no guarantee that a department will have 

the funds to replace a damaged or dysfunctional system that is not under warranty; the employee 

may be required to wait until his/her next $4000 allotment to replace the system. If the employee 

has exhausted his/her $4000 allotment, the department will work with the Deans’ Office to 

procure a loaner system until the time of the employee’s new allotment. 
C. In the event that a department employee’s system is lost or stolen, the employee should 

report the incident to the UC IT Support Administrator to start the internal IT reporting 

process.  If the employee has exhausted his/her $4000 allotment, the department will work with 

the Deans’ Office to procure a loaner system until the time of the employee’s new allotment.  
D. Departments may also set aside funds in the R&R Account for computing equipment for 

part-time department employees, or it may re-purpose older full-time faculty and staff systems for 

part-time employees.  In limited situations, part-time employee systems older than 6 years may be 

supported by UC IT Support. 
E. All employee requests for new or replacement computing systems must be approved by 

the department chair.  The department chair, not the employee, will contact UC IT Support to 

initiate the purchase of any new or replacement equipment. UC IT Support may choose to work 

with the employee directly regarding specific specifications and needs. 
F. Faculty and department staff should contact UC IT Support directly with questions or 

needs related to their eligible computing systems. 
 

 


