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Section 1:   Introduction
1.1 Background
Software Management is the systematic control of software procurement, testing, implementation, storage, and version control throughout the IA Enterprise Common Operating Environment (COE).  Software purchased with Indian Affairs (IA) funds represents a significant investment. As such, it is the responsibility of each end-user to assist the Chief Information Officer (CIO) to manage software procured for use throughout the IA Enterprise.  Records of all software licenses obtained by IA serve as proof-of-license certificates issued by the software vendor. 
1.2 Purpose
These procedures provide instruction for the purchase of software installed on all IA information technology (IT) resources at all levels of sensitivity operated by or on behalf of IA to include all existing automated systems, any new systems acquired after the effective date of this policy, and all operating system environments and to IA employees, contractors, and others who process, store, transmit, or have access to IA IT information and infrastructure computing resources.
1.3 Who Should Use This Document

This document is designed for use by the IA user community when requesting system or application software, standard or nonstandard, for use throughout the Enterprise and for OCIO Office of Information Operations (OIO) personnel including the Configuration Management Group, Directors, Zone Managers, Regional Managers, Information Technology Representatives, and Acquisition Representatives involved with the purchasing, licensing, and management of software.  This is a living document and is subject to change as procedures change and the role of configuration management develops.

1.4 Scope and Applicability
This document applies to all users of IA systems and applications.
1.5 Document Organization

This document presents the overall process to purchase software.
1.6 Glossary

The Configuration Management Plan glossary applies to this document.
1.7 Relevant Policies and Authorities
This process encompasses all components of the Information Technology infrastructure that support the Office of Chief Information Officer (OCIO) to include hardware, software and documentation.

· Department of Interior (DOI)

· Property Management Review Guidelines
· Bureau of Indian Affairs (BIA)

· Annual Property Inventory and Certification Procedures
· Clinger-Cohen Act of 1996.
· Office of Management and Budget (OMB) 

· Circular A-130, Management of Federal Information Resources, Appendix III, Security of Federal Information Resources, November 2000
Section 2:   Software Purchasing Overview
The software purchasing process is presented in Figure 1.  Configuration Management may meet software-request needs as follows.
1. Provide Enterprise License Agreement (ELA) software at no charge when a license is available.  Follow the steps in Section 3—Enterprise License Agreement (ELA) Purchasing Process.
2. Transfer of ELA software from one user to another at no charge.                                                       Follow the steps in Section 3—Enterprise License Agreement (ELA) Purchasing Process.
3. Purchase additional license(s) of ELA software when a license is not available by acquiring a payment commitment at time of the annual true-up using the ELA Letter of Commitment.         Follow the steps in Section 3—Enterprise License Agreement (ELA) Purchasing Process.
4. Purchase new software as appropriate.  Reference the Department of Interior (DOI) and/or BIA Technical Reference Models (TRMs).                                                                                            Follow the steps in Section 4—New Software Purchasing Process—TRM Waiver.
5. Purchase new software from a Blanket Purchase Agreement (BPA).



  Follow the steps in Section 4—New Software Purchasing Process—TRM Waiver.
This software purchasing process ensures approval, tracking, and validation of software installed on the BIA network, Blanket Purchase Agreement (BPA) purchases, and new independent purchases.  

The local IT Office shall apply and provide guidance to their IA user community when requesting system or application software, whether standard or nonstandard, for use throughout the IA Enterprise.  This responsibility shall include verifying requested software is on the DOI and/or BIA Technical Reference Models (TRMs).
Figure 1:  Software Purchasing Process


[image: image2.emf]CM will provide 

ELA costs to local 

IT Office

N

New Software 

Purchasing 

Process 

Y

SW

In

ELA

Software Request 

submitted to local IT 

Office

Provide Proof of 

Purchase and Letter 

of Commitment 

to CM

Open 

ServiceCenter/

HelpDesk ticket

Local IT Desktop 

will install software 

and close HelpDesk 

Ticket

CM processes ticket 

and assigns to  

Local IT Desktop

Submit TRM 

Waiver Request

Enter purchase 

request into 

GetResources 

End

N

Approved

N

Y

Approved

ELA Software 

Purchasing 

Process 

N

N

Submit to local 

IT Office

Verify software is

on the DOI 

and/or BIA TRM

Contact CM to 

verify license 

availability

Local 

IT Office initiates 

purchase using a BPA

 if available

Y

Archive software 

into the appropriate 

Repository

HelpDesk assigns 

the ticket to CM



Section 3:   Enterprise License Agreement (ELA) Purchasing Process
This process, Section 3, is to be used ONLY for software that is listed on an existing Enterprise License Agreement (ELA).  Step 2 of this process is where you determine if the software in question is on an existing ELA.  If the software is on an existing ELA, then continue with this process.  If the software in question is NOT on an existing ELA, then go to Section 4—New Software Purchasing Process/TRM Waiver Process of this document.
The ELA software purchasing process ensures tracking and validation of the number of licenses purchased is not exceeded.  For assistance with any of these steps, contact either your local IT Office or the Configuration Management Group.  
To request ELA software,
Step 1: Identify the software need.
a. Requester/Program office submits a written/electronic request to include the number of users or licenses required to the local IT office.
Step 2: Local IT Office contacts CM to determine software availability on an existing ELA.
a. If the requested software is NOT on an existing ELA, go to Section 4—New Software Purchasing Process/TRM Waiver Process.
b. Complete ELA Letter of Commitment appropriately.
c. When requesting system or application software, whether standard or nonstandard, for use throughout the IA Enterprise, the local IT Office shall apply and provide guidance to their IA user community.
Step 3: Provide CM with the ELA Letter of Commitment and in PDF format when signature is required. 
a. Enter the software request through GetResources; include appropriate Information Technology Investments (ITI) documents and the ELA Letter of Commitment.     
Step 4: Provide approval documentation to requester.

Step 5: Local IT Office receives the software.

a. Log into the appropriate repository.
b. Initiate an IA ServiceCenter/Help Desk request to install software.
Step 6: Install software upon receipt of IA ServiceCenter/Help Desk ticket.
Step 7: The local Desktop Support closes the IA ServiceCenter/Help Desk ticket.

Section 4:   New Software Purchasing Process—TRM Waiver
The New Software Purchasing Process ensures approval, tracking, and validation of the number of new software licenses purchased and Blanket Purchase Agreement (BPA) purchases.
Follow this process for new software purchases and BPA purchases.  If the software is on an existing Enterprise License Agreement, see Step 2 of this process, follow the process identified in Section 3—Enterprise License Agreement (ELA) Purchasing Process.  For assistance with any of these steps, contact either your local IT Office or the Configuration Management Group.    
To request new software, 
Step 8: A software need is identified.  

a. Requester/Program office submits a written/electronic request to include the number of users or licenses required to the local IT office.
Step 9: Local IT Office contacts CM to determine software availability on an existing ELA or BPA.

a. If the requested software is on the ELA, go to Section 3—Enterprise License Agreement (ELA) Purchasing Process.
b. When requesting system or application software, whether standard or nonstandard, for use throughout the IA Enterprise, the local IT Office shall apply and provide guidance to their IA user community.  This responsibility shall include verifying requested software is on the DOI and/or BIA Technical Reference Models (TRMs).
c. If TRM-approved, go to Step 4.
Step 10: Initiate the TRM waiver procedure.
a. Submit TRM waiver request—see Section 4.1.
b. If disapproved, the process ends.  Work with the requester to seek alternatives. 
Step 11: Process the software request through GetResources.
a. Process appropriate Information Technology Investments (ITI) documents.
b. If disapproved, the process ends.  Work with requester to seek alternatives. 
Step 12: Provide approval documentation to the requester.

Step 13: Local IT Office receives the software.

a. Log into the appropriate repository.
b. Provide CM with a copy of documentation to include purchase verification and Letter of Commitment.
c. Initiate IA Service Center/Help Desk request to install software.
Step 14: Install software upon receipt of the IA ServiceCenter/Help Desk ticket.

Step 15: The local Desktop Support closes the IA ServiceCenter/Help Desk ticket.
4.1 TRM Waiver Process
If the requested software or an alternative with similar capabilities is not on the TRM,
Step 16: The IA ServiceCenter/Help Desk recommends a Chief Technology Officer (CTO) review the software.

Step 17: The CTO approves or disapproves the software.

Step 18: If approved, go to Section 4—New Software Purchasing Process Step 4.
The original signed document has been scanned into the Information Management System (IMS); the original signed hardcopy can be referenced in the Configuration Management (CM) repository.





The ELA and New Software Purchasing Process History folder is on file in the office of the Manager of Configuration Management.
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