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Graphics Use Procedures 

Acknowledgement Form

As an Eastfield employee, I have read and will comply with the *Eastfield Graphics Use Procedures form.  

Those Procedures are as follows:

· All graphics from either a scanner or digital camera will be saved to the G: drive in the directory assigned to my division/department.

· All graphics will be comply with the District’s Computer Use Policy.  I understand that unauthorized or unlicensed use, duplication, or copying of copyrighted computer software or documentation is contrary to District policy and is a violation of the law.

· At the end of each semester, I will be notified by IT Support that all files in the Graphics directory will be deleted.  I understand it is my responsibility to copy desired files to CD media or email a request to PC911 to burn specified files to CD for my division. Any request of this type should be 2-3 working days BEFORE the end of the semester.

I agree to contact Eastfield’s Computer Support Center or Information Technology Manager to arrange for consultation prior to the installation of  departmentally-purchased and personally owned software/hardware on District-owned computing resources.

I agree to comply with the District Purchasing Department policy of obtaining approval of the Eastfield Computer Support Center or Information Technology Manager prior to submitting requisitions or requests for purchases of all Eastfield-owned computers and related equipment and software.

I understand that a copy of the license agreement for all software programs that reside on District-owned computing resources must be on file in the Computer Support Center prior to installation.

______________________________________

________________________________

Supervisor’s Signature

Date



Department Name



__________________________________________
________________________________

Employee’s Signature/Name  (Please Print)



Computer Account #


01/2001

*The DCCCD Computer Use Policy for responsible computing can be read via the Internet at www.dcccd.edu/policy/compuse.htm. 
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