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DOC – Template – Library Standards

IBPL Sample Template
Library Standards
Purpose

This Best Practices document is intended to be a standard for organizing and maintaining documents related to Software Asset Management.  

This repository is also often referred to as the Definitive Software Library or DSL.

Implementation

Physical Repository

Implementation of the physical storage facility requires attention to a number of factors.

Physical Location

Centralized location

Access Control

Access control lists

Who is authorized, to do what and when

Processes Area Specifications

Asset identification

Asset acquisition

Life-cycle Management

Asset Disposal

Fire Protection and Fire Suppression

Implementation Techniques and Recommendations

Electronic Repository

Directory File Folders

Web-based portal

Document Management Systems

IT Asset Management Repository Tool

Software Publisher Folder

The following is a minimal list of document types that should be maintained for each Software Publisher/Reseller:

1. Overview or general information, company history

2. Contact information for Publisher or Reseller

3. Names, phone numbers, email addresses

4. Publisher Support information

5. Web site, phone numbers, email addresses

6. Any signed contract or agreement; Any Legal information or legal notices found online.

7. Any licensing program information, volume programs, site license programs, etc.

8. Any NDA

9. Software products list

10. Licensing report from publisher or reseller

Application Software Folder

The following is a minimal list of document types that should be maintained for each Application Software Title:

1. Physical media

2. Historic Serial Number listing as well as installation codes

3. General information on application (pdf on product if available)

4. EULA (End User License Agreement) for each version

5. License count summary

6. License documents or certificates from Publisher

7. License document or certificates from Reseller

8. Support/Maintenance agreement
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