PC Lease Transfer 

Between eiNetwork and Library – December 2005

Background
This is a procedure for libraries wanting to reduce the number of PC Replacement Program computers for which they are financially responsible. Following this procedure, libraries may transfer financial responsibility for leased computers to an eiNetwork library that wants to increase the number of computers they currently have in the PC Replacement Program.
General Terms 
· Participating libraries should contact the eiNetwork when considering the transfer of leased assets for which they are financially responsible 

· Library directors may post to einlibs, contact other eiNetwork library directors, or contact the eiNetwork Support Center indicating their need to add or reduce the number of PCs they currently have in the lease program. The eiNetwork will whenever possible assist in identifying libraries that may be interested in sending or receiving computers, however, the eiNetwork cannot guarantee that computers will be available or needed since availability and need is contingent upon individual libraries. 
· The sending and receiving library directors identify the number of PCs, serial numbers, and the asset IDs of the equipment (monitors and CPUs) that will be involved in the lease transfer. 

· Network drops (usually located on the wall or floor near the PC) are required for each transferred PC and are the financial responsibility of the receiving library. The eiNetwork can assist the receiving library in identifying a contractor if additional drops are required. 

· Network ports (located on the network equipment installed at the Library) are required for each PC and any additions or upgrades needed for the transferred equipment are the responsibility of the receiving library. The eiNetwork can assist the library in identifying whether sufficient equipment ports are available.

· Moving the PCs from sending library to the receiving library is the responsibility of the receiving library. 
· The receiving library may be required to bring the transferred computers to the eiNetwork to ensure that the computers have the latest security updates, software upgrades, etc. The receiving library will be responsible for moving the updated computers from the eiNetwork to the receiving library site. 
· The physical setup of the transferred PCs within the receiving library is the responsibility of the receiving library.

· The receiving library should call the eiNetwork Support Center to schedule onsite configuration of the transferred PCs. This onsite configuration will include, but is not limited to renaming the PCs and Cybraryn configuration. This is done at no cost to the library. 

· Installation of non-standard eiNetwork software on the transferred PCs will be considered a value added service. 
· The eiNetwork will invoice the receiving library using the lease amounts identified in the PC Replacement Agreement.  
· Before any eiNetwork invoicing changes can be made, the eiNetwork must receive a letter from the transferring library indicating that they are transferring lease responsibility. The letter must include the serial numbers and asset IDs of the transferred PCs, the outstanding lease payment amount for the transferring PCs (the eiNetwork can supply this information if needed), a statement indicating that the receiving library accepts the outstanding lease payment obligation, and the letter must be signed by the director or authorized agent of the transferring library and the director or authorized agent of the receiving library. 
· Copies of the transfer letter will be placed in the eiNetwork customer file for the transferring and receiving library.
· The eiNetwork financial analyst will make appropriate invoicing modifications and notify the sending and receiving libraries.

