University of Pittsburgh

Software License Agreement Checklist

Please note, select academic software titles and many software programs including anti-virus and anti-spyware software are available through Software Licensing Services www.software.pitt.edu and DO NOT require this Software License Agreement Checklist. Please complete this form for any software not available through Software Licensing Services.  Note that all contracts, including software licenses, are subject to review under University Policies 01-05-01 and 05-02-05.  Please allow and plan fifteen (15) working days for this to be completed.
Please fax this completed form and all supporting documentation to Purchasing Services 412-624-9339.  Please write your requisition number on your documentation.
Software cannot be purchased with a Disbursement or T&B Expense Report.  Review the software section of this page to learn about all acceptable methods of purchasing software.
To expedite the review process, please submit the following documentation:

	 FORMCHECKBOX 
   Supplier Name:
	     

	 FORMCHECKBOX 
   Software Title:
	     

	 FORMCHECKBOX 
   Software Cost:
	     


	 FORMCHECKBOX 
  Completed University Requisition (paper or electronic)

	 FORMCHECKBOX 
  Supplier Quote (must specify exact inclusions with software purchase, e.g., cost, number of licenses, maintenance, support, training, etc.)

	 FORMCHECKBOX 
  Copy of Software License Agreement 
	 FORMCHECKBOX 
  Include any document referenced in the SLA (Maintenance, Master or Supplemental agreements, addendums, etc.)


Supplier Contact information (person responsible for authorizing software licensing revisions if needed)
	Name:
	     
	Title:  
	     

	Phone:  
	     
	Fax:  
	     
	e-mail:
	     


University End User contact information

	Name:
	     
	Title:  
	     

	Phone:  
	     
	Fax:  
	     
	e-mail:
	     













             Yes
          No
	Is this a software license renewal?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Will any data for this software be stored off-site on a supplier’s server?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Will the software supplier require remote access to systems for support or installation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is this software a gift or donation, steeply discounted, or beta test agreement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Will this software be used for research purposes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Who will access this software?                                                                                         Students?

                                                                                                                                           Faculty?

                                                                                                                                           Employees?
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Is software supplier in the PRISM supplier database?

     If “NO”, please submit a completed supplier verification form.
      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	In non-technical terms, please briefly describe how this software will be used.       



