
IT Equipment refresh 
program

3-4 year cycle

Stop

Specify IT Equipment
Dell Premier Site

or
Apple Site

2. IT Equipment includes:
Laptops & Desktops
Monitors
Docking Stations
Mobile devices
Printers

IT Equipment Procurement Process 

LEGEND:

Employee/Requester

Director of Systems & Services

HMS IT

HMS IT CSR

HMS IT CSR & Employee

Order IT Equipment
Buy-to-Pay system

5. IT Equipment Specifications:
Dell/Apple standard
Laptop first/Desktop second
Docking Station(s)
Monitors(s)
Considerations:
Specific Application requirements
Multi-use machine (Shared, common area)
Delivery lead times
On-site/Hybrid/Remote worker

CSR (HMS IT)               Client Services Representative
Employee/Requester   Staff or Contractor

Employee identifies need 
for new equipment

Review IT Equipment 
Inventory for machines due 

for replacement
Email Request to

Montgomery_Combs@hms.harvard.edu

Under
Warranty?

1. Need for new IT Equipment:
End of Life/Warranty expired
Defective/Recurring issue 
More computing power
New project initiative

Submit HMS IT ticket
Indicate order information 
and who the order is for

HMS IT CSR contacts 
employee to coordinate 

deployment date

HMS IT receives order
Assigns CSR

Images and prepares machine for deployment

Budget
Okay?

7. HMS IT:
Equipment Ship To Address:
Atten: Lauren Kreisberg – HMS IT
107 Avenue Louis Pasteur 
Vanderbilt Hall Room 021D
Boston, MA 02115

Deploy machine
Use Check List

8. Deployment Check List:
Test and verify:
Standard Applications (MS Office suite/Adobe, etc...)
Specific Applications (AutoCad/Centerstone/Illustrator/
etc…)
Outlook/Zoom plugin
Zoom/webcam
Map network drives
SharePoint/Teams/OneDrive/OneNote
Printers
Monitors/Docking station/USB connections

Employee keeps old machine for 
2-3 week period to verify 

everything working as needed.

Submit HMS facilities ticket 
to dispose if equipment. 

Provide description/
Location/Label equipment to 

be picked up

Machine 
Re-usable?

Update IT 
Equipment 
Inventory

3. IT Equipment NOT included:
Keyboards
Mouse
Webcams
Order these as any other office equipment

Employee submit HMS 
IT ticket for support

4. IT Equipment under warranty:
HMS IT troubleshoots and replaces components.
If machine requires HMS IT shop time provide loaner or 
new machine and return repaired machine to inventory.

Issue
Resolved?

Stop

Email Update to
Montgomery_Combs@hms.harvard.edu

CC – Supervisor/Manager to confirm 
approval to proceed with new IT 

Equipment purchase

Prioritize/
Resolve/

Delay

YES

NO

YES

NO

YES

HMS IT
ASSET TAG EQUIPMENT

UPDATE IT EQUIPMENT INVENTORY

Custodial services will pick up the equipment and move 
to a storage area for later pickup and recycling.

Move 
equipment to 
storage area

NO

YES

Equipment
Available in 
Inventory?

NO

NO

YES

NOTES:

See Notes 1, 2, & 3

See Notes 5 & 6

See Note 7

See Note 8

6. HMS IT:
HMS IT CSR may also provide Dell/Apple quote after 
working with employee

Current State Process
as of 10/6/2022

Work-In-Progress

Notify Employee 

HMS IT
Hard Drive 

removal and 
destruction 

process

HMS IT will place a 
sticker on the 
equipment to verify 
that the hard drive has 
been removed and that 
the machine is ready 
for recycling. Hard 
drives collected by 
HMS IT are then 
shredded via a vendor.

Employee submit HMS IT ticket for 
support and HARD DRIVE wipe or disposal

Label 
Computer for

Pickup and 
Recycle 

Wipe hard 
drive or 

re-image

See Note 4

Equipment In-Stock 
ready for deployment

Equipment retired


