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I. POLICY STATEMENT 

− To establish the procedure by which primary workstations are replaced 
and purchased at Claremont McKenna College. 

 
II. ENTITIES COVERED BY THIS POLICY 

− This policy covers all workstations purchased for faculty, staff, and 
research use at Claremont McKenna College. 

 
III. CONTACTS  

Direct any questions about this policy to your department’s supervisor. Questions about 
specific issues may be addressed to:  

Subject  Contact  Telephone1

Replacement Cycle of Workstations 

  
Chief Technology Officer 71553 

 
 

                                                 
1 Numbers refer to on-campus extensions.  When calling from an off-campus line, please dial (909) 62+extention for 
numbers beginning with a “1” and please dial (909) 60+ extension for numbers beginning with a “7.” 



 2 

IV. DEFINITIONS 
 

- CMC observes a four-year workstation cycle. At the end of the four-year 
term the workstation is returned to ITS. All technology purchased with 
College funds (Department budgets, capital purchase, or IFA) belongs to 
the College and is under the purview of ITS. As a precaution, files on the 
returned workstation will be stored by ITS for two weeks. 

 
V. PROCEDURES 
 

Replacement of workstations: 
 

1. Workstations will be purchased via the centrally directed IT capital budget. 
2. Information Technology Services at Claremont McKenna College, will be 

responsible for configuring, purchasing and maintaining workstations. 
3. All workstations will be replaced after four years per Information Technology 

Services personnel availability. 
4. Academic departments and administrative offices will request specialized 

equipment, new equipment, and upgrades during the budgeting cycle (in the 
Fall budget process.) All normal replacement of workstations will be handled 
automatically. 

5. Information Technology Services will be responsible for ordering, configuring 
and installing new workstations. 


