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PURPOSE AND SCOPE

To establish the steps to be followed when procuring computers, computer-related
peripheral equipment and software and to delineate headquarters and Region/System
responsibilities. The Information Systems section is responsible for establishing and
maintaining a focused approach to computer systems within the Department. Each
Region/System is responsible for establishing an approach to computer systems within
the Region/System that is consistent with the approach established by Headquarters.

POLICY

It is the policy of the department to:

• Control procurement of computer-related equipment, software, and professional
service contracts;

• Require Information Systems (IS) approval for purchases in excess of twenty
thousand dollars;

• Require Information Systems (IS) approval for all computer-related professional
service contracts;

• Appropriately code all computer-related expenditures using the statewide
accounting system, AKSAS; and,

• Identify all equipment and software acquired by the department in a department-
wide Inventory.

PROCEDURE

STOCK REQUEST:

A. Responsibility

1. Regions/System, Computer Procurement Representative

The Representative must review all computer-related Stock Requests to
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ensure that they comply with the Region/System Information Management
Plan. See Department Policy and Procedure 02.03.020, Information
Management Planning.

The Representative may approve Stock Requests for less than $20,000:

• where the Alaska State Accounting System (AKSAS) coding is correct;
Note: appropriate AKSAS account codes can be found in Attachment B.

• that comply with the Region/System Information Management Plan;
• that do not include an item for:

° a new network server or
° a new network server operating system; or
° an e-mail system other than Netscape Enterprise Mail.

NOTE: Stock Requests that include any of these items must be
approved by the Headquarters Information Systems. It is the
Representative's responsibility to obtain IS's approval on these Stock
Requests, not the Region/System Procurement/Supply Officer.

n That comply with the Department's Computer Networking LAN
Approval Policy and Procedure 02.03.030.

Stock Requests that exceed $20,000 require dual approval and must be
sent to the Headquarters Information Systems for its review and approval
prior to being sent to the appropriate Procurement Office.

2. Headquarters/Regional/System Procurement Officer

Stock Requests for $20,000 or more require approval by both the
appropriate Representative and Headquarters Information Systems. Stock
Requests for less than $20,000 only require approval by the appropriate
Headquarters, Regional, or System Representative. Stock Requests
without appropriate approval(s) will be returned to the Headquarters/
Regional/ System Representative.

3. Finance

Region/System Finance Sections will pay computer-related purchases at
the fully qualified account level. If the appropriate AKSAS account codes
for computer procurement (see Attachment B) are not recorded on the
invoice and delivery order, Finance will take appropriate actions to correct
the coding.

4. Headquarters - Information Systems (IS):

All computer-related Stock Requests for:

• $20,000 or greater; or

• a new network server; or

• a new network operating system; or



• an e-mail system other than Netscape Enterprise Mail

must be reviewed and approved by the Headquarters Information
Systems.

Note: All Stock Request reviews performed by IS will be completed within
five working days after receipt of the document.

B. Critical Components

Assigning accurate AKSAS account codes to the purchasing transaction is a
critical component in the execution of this Procedure. This will enable AKSAS
users to generate accurate cost reports for computer equipment and other
related costs from AKSAS.

Attachment A details the Procedure in a flow chart format.

Attachment B lists the AKSAS account codes to use for computer-related
expenditures.

Attachment C provides examples of the documents used in the procurement
process.

AUTHORITY
AS 44.17.010; AS 44.42.030

IMPLEMENTATION RESPONSIBILITY
Director, Statewide Information Systems

DISTRIBUTION
All holders of the Policy and Procedures Manual



Record proper 
AKSAS account 
codes on stock 
request line 
Items 

Yes 

No 

Reglonall 
Sysl_ Tech. 
e_lthe 

Appropriate 
Approval 

Represenlallve 

Appropriate 
Approval 

Representative 

HQ ISO 

Appropriate 
Approval 

Representative 

Computer Procurement 

Yes 

Requesllng 
Office, 

Indicate HQ ISO 
14 1 approva I on 

stock request 

Process Flow 

Page 
Chart 
1 of 2 

HQ ISO 

l> ; 
(') 
::T 
3 
CD 
::s ... 
l> 

""D 0 en :a CII ... gi m 
m ~ ... 
o 3 CD 
CCII 

~ 
~ .. 0 
3: ~ .... 
»> -I ..... z .. ~ 
C! -»> .. m ,... '8 (I) 
~~ 

i" OJ 
at 

'l 
!it 
n" 
;;r 
n 
== :+ 
:" 0 o 

3: 
~ 
~ 
:a 
""D 

~ 
o c 

~m:a 
I»=:m 
CO CD 3: 
CD (') m 

~" ~ 
CD »> 
."J c 
CDO~ 
~<c 
C »> ::D I» ,... 
., ""D 0 
..... :aN 

O1:JgO 
o ... rn~ 
"'COOo 
"'CO C ... ... ~ ~!o 



Indicate approval 
on stock request 

Ves 

Process procurement 
according to policies 
and procedures, 

Computer Procurement Process Flow Chart 
Page 2 of 2 

Appropriate 
Approval 

Representative 

o 
D 
o 
o 
o 

Legend 

= Section, Division. 
or group 

= Process 

= Decision 

= Stop 

= Offpage connector 

l> ::: 
I» 
n 
:::T 
3 
CD 
:s ... 
l> 

"V 0 
:Dca 
0'0 
(')1It 
m::l 
03 
c­:D;' 
m'" 
~~ 
>-f zm c;, 
>­,...'0 o 

§ 
g' 
All 

~ 
rT 

5-
: 
n 
~ 
Ci" -

-am 1»::::: 
co CD 
CDn ..... 

~. 

en 
r+ 
E» 
r+ 
CD 
o 
-h 

l> -I» en 
~ 
E» 

(') 
o 
~ 

~ 
:D 

~ 
o 
(') 
c 
~ 
~ 
~ 
-f 
> 
"V 
'"0 

'TI:DC 
CDO-a 
0"<0 
2>::a 
1»""'0 
<;Sf\) 

o· nO 
mW c· cO 

c:n....a .. 
0 ... 
~CD 
... U) ... ~ :D~ m, 



Attachment B

AKSAS Account Codes For Computer Related Expenditures
These are the only codes to be used for computer hardware, software and related
expenditures.

Non-Capital Commodities:
74565* DATA PROCESSING SUPPLIES/MICRO SUPPLIES

Cables, glare reflectors, static mats, mice, floppy disks, and other
miscellaneous peripheral hardware and items under $5,000.00 each.

74566* DATA PROCESSING SUPPLIES/SOFTWARE

Microcomputer software and upgrades under $5,000.00.

74223**  COMPUTER COMMODITIES

Newly identified commodity code for posting the purchase of Computers,
Computer Equipment, Hardware, Printers, etc. under $5,000.00 not
identified under 74565 & 74566.  Special Note:  These items are not
eligible for federal participation without prior written federal authorization.

Capital Items:

74561** MICROCOMPUTER SOFTWARE

Microcomputer software and upgrades $5,000.00 and over.

75797** MICROCOMPUTER HARDWARE COMPONENTS

Computers, printers, monitors, disk drives, tape drives, memory boards,
and other components and peripherals of a microcomputer workstation for
$5,000.00 and over.

75834** NETWORK COMPONENTS

Modems, bridges, routers, repeaters, file servers, gateways, cabling,
Network Interface Cards (NICs), and other components of local and wide
area Networks for $5,000.00 and over.

Contractual Items:

73799** COMPUTER, NETWORK AND SOFTWARE MAINTENANCE COSTS

Maintenance and repair costs associated with supporting microcomputer
workstations and local and wide area networks, and the costs associated
with microcomputer software maintenance agreements.

73258 DATA PROCESSING PROFESSIONAL SERVICES

Data processing related professional services received from vendors or



consultants.

* Allowed as a participating coded cost on FHWA (highway) projects under the
restrictions of supply and commodities usage. This means that the item must be either:
(1) Totally consumed on the project by which it was paid for, or (2) If some usage life is
remaining, the value of the remaining usage must be determined and either moved to
non-participating or transferred to another project. This practice must be continued until
the item is totally consumed.

Requires either prior written Federal approval from or use with an approved allocation
plan by the FAA, when coded as participating on FAA funded projects.

** Requires Prior written Federal approval when coded as participating on federally
funded projects.
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Attachment C - Sample Procurement Forms (page 1 of 3) 

STATE OF ALASKA 
STOCK REQUEST • l =:1IkIn sv:;: I~ 

.. 10: MQUU1ING CIf'IIa OIIIIIR IIG. 

~ of Trarwportlltlon and PubIc FKiIitiM 25oIS0-123 - ~11Igp~ 

3132 ChaMeI Ortve, Room 250 July 18, T991 
\;ITT QA11i,.... 

Juneau. AIaIka 89801-7_ August 1e, ,., 
ANUICIM. c::ac.a I 'TOT. lIT. c:o.T ....... ~ 

Sf cc .... u: NX:r ,." 

92 ;J.; i5O% 
92 I iCS I ':i4JU.JIII ~100'4 1m. 

1$8,15).68 
I 
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..:: ... OUM. UM'T OUCIIPI'ICIII OR .................. ...., ullTc:oa EXT. COS1' 

1. 1 EA IBM PS/2 MocMI70(85700A811} CA #27217 (75797) 4,700.88 4,700.68 

2. 1 EA XlRCOM Ethernet Adapter (or eqUvIIenI) (7!834) 700.00 701 
3. 1 EA IBM OS/2 Extended EdiUon Vet. 1.3 (74561) 500.00 500.00 

4. 1 EA Borland Sldelddc (74566l 5).00 50.00 

5. 1 EA Mlcroaoft moUM (7456!) 100.00 100.00 

6. , 1 Job Instal above software (73258) 100.00 I 100.00 
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Attachment C - Sample Procurement Forms (page 2 of 3) 

DELIVERY 
ORDER 

,. 
" 

STATE OF ALASKA 
~ TranSQOn.IDft' Public F**in. ~_ Procurem ... 

3132 Channel Drive. Juneau. AIaIU tH01· 7891 

Dept. Of TransponatJOn & Public FaCilities 
Statewide Procurement 

QA 1I11B.N1"" "~D 
Aug 15.91 

3132 Channel Or. Juneau 

o EUVEAY ORDER NUM8ER 

0.0.2562115 _ ...... _'_. 
Julv 20. 1991 
srOCl!~J.-

25-150·123 
Juneau. AK 99801-7898 1----- ..... 27217 ~o. 

OOCCOIIIWCIWllMauDlIa 25150123 a.. 
C ~- ....... - - I "ill_lID. IUN 

• U U' ~ DOIw.s.r. 
~ Slick Salesguy (907) 345-6789 J_ ==- 0 Aor'- 0-..... ~ _0-

:r.M~~~=.~e7In~c~.----~----------~-----1~A~tt~n~:·G·~~·Hrind~.-R-OO--m~3-45--~--~~~--~ 
~ 123 Main St. 
o Juneau. AK 99801 
R 

1 
2 
3 
4 
5 
6 

_1 .. __ ...... ---------------_.--..--­... _-----------
1 ea. IBM PS/2 Modet 70(857Q-A61T). CA 27217 {75797} 1$4700.66 1$4700.66 
1 ea. Whizbang Ethernet Adapter Adapter Mod. 123 (75834) $825.00 $825.00 
1 ea. IBM 0512 Extended Earlion Vert 1.3 (74561) $489.00 $489.00 
1 ea. Borland Sidekick (74566) $48.00 $48.00 
1 ea. Microsoft Mouse (74565) $89.98 $89.98 
1 ea. Install software on above (73256) $100.00 $100.00 

~~L~~: I Depanmenc 01 TranSClOn.llon & Public FaoIiIies. Statewide Procurement 
3132 Channel Drovi Juneau. Alaska 99801 • 7898 

UGa'OI' TOTALOP $6052.64 , ,-.. au.ltaau 

I Clnlly thai I have receIVed ,he malenal Stlte U .. Only 
sl"lCwn or Ilceated on reve sa. Sienalure 

Date 
Rec:.ived 

_IN AMOUNr liY CC ~GM lC 4 .... , 

, $3.026.32 
1~:;'/~UUU4 IJ4:!010014 

3 
4 
·ulOOoASlNG AU I_IT" "AMi 
Gary Hind. Supply Officer I 

IMPORTANT: 
I D.O. numoer and receMng agency n.."e mu1l aooe.r on U inVOCH II'ICI docUmentS relatl"9l0 this oroer. 
2. Do no( oversnlD or subStitute. RecCMed Ire'9nl tlliis mU!l accompany ad eta""' for Ire'9"t cnarges. 

l T£lU>O<Iii _II" 

(907) 465·4010 

oS The Slale IS regIstered for lax tree transactaons unoer Chaetar 32. IRS cooe. RlI9,strallon numoer 92·73-0006 K. Items are tor Ihe 
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Attachment C - Sample Procurement Forms (page 3 of 3) 

U,..".... DIC. 
123 IIaJ.a .& • 

(to,) 511-1134 

.:a.a., u "." 
iiil£ £0. 

iii ...... laG. 
~.o. _ 123 •• 
~, &It ".03 

1 fii Pi12 iOi 70 (iI70-Ailt, 
2 WlUabwDIJ ftMz'Det AcSaptu JIod "5' 
3 IIIII 08/2 bteaded Z41.&ion Vel" 1." 
" Borland Sidekick 
5 Mlcroaott Kouaa 

.. a ft. 
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6il£ 
.n. ... 
noo.ii 
125.00 
41'.00 

41.00 
n." 

,700." 
135.00 
'".00 

41.00 
n." 

Total: $5952.5" $5952.1" 
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