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I. PURPOSE 
 
To establish procedures for the adoption of any new technology solution (i.e. hardware, 
software, licenses, cloud services, etc.), regardless of price or funding source. This procedure is 
applicable throughout the entire fiscal year. 

 
II. PROCEDURE 

 
a. The requester will first vet the idea/proposal with their immediate supervisor. 
b. The requestor will submit a work order to the Helpdesk outlining the scope of the request. 

Information Technology (IT) & E-Learning Departments will review the request.  They will 
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