ﬁfff&e af
A’fﬂf‘ﬂmb‘?ﬁ‘l{ ﬁa&aﬁ%f

Department of Administrative Services

Server Team Asset Transfer Process

June 9, 2014



Ohlms ff}f;ﬂm Technotigy
Server Team Asset Transfer Process
Table of Contents
L OVBIVIBW. ...ttt ettt ettt e e e e e e R E R R e n R e e R e e e e e R e 3
2 RoOles and RESPONSIDIIILIES ........ui e e e et e e e e e e e e ettt e e e e e eeeeeatan e e e e e eeeeesnnnnnns 3
3 Key Terms and INfOrMEALION. ........ccocoiiiii e e e e e e e e e e e ettt r e e e e e e e e aa e e e e e e eeeesaranans 4
N e 4= TS PP PPPPPPPPI 4
N T 1 01V = (o Y PP 4
4.2 RECOMMENUALION ...ttt ettt ettt ettt ettt ettt ettt et et e ettt eeeeeeeeeneeeeeeeees 5
B.3  THANSTEI ..ottt et e e e et e e e 5
A4 VANUALE ... 6
I S (=TT VS = L (=T 6

Server Team Asset Transfer Process
Page 2



Ohi®AS

e of
[rﬁma&éx E&h\vﬂw

Server Team Asset Transfer Process

1 Overview

The asset transfer process shall provide an overall policy and procedure for the server team to follow as

hardware and/or software assets are moved from an agency to the data center.

The process is

specifically tied to the data center migration project as this is the current driver of relocating assets from
agency management to the data center management. The document shall keep a revision history and be
updated as needed but minimally once a year. The intended audience is primarily the server teams, other
DAS/OIT staff, DAS/OIT management, and agency staff.

2 Roles and Responsibilities

Table 1: Roles and Responsibilities

Role

Asset Manager

Responsibilities

Completes various forms (ADM, license transfer,
maintenance agreement transfer, etc.)
Updates data within OAKS

Filled By

Agency & OIT

Asset Coordinator

Relocation of equipment
Data entry of asset management databases
Asset tagging

Agency & OIT

Service Owner

Reviews collected reports/inventories

Provides recommendations of assets to transfer to data
center

Manages the overall process

Provides status updates to project team

oIT

Agency Server Owner

Reviews OIT asset recommendations
Agree upon a suitable transfer plan

Agency

Business Partner

Provides reports/inventories for review

Leads the transfer of asset from the business partner
perspective (title of transfer, updating portals, agreement
amendments, etc.)

Business Partner

Server Team

Completes verification of transfer
Completes routine validation of inventories

oIT
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4

Key Terms and Information

Asset — Refers to either hardware or software managed and maintained by an agency that could be
relocated to the data center server team’s management to grown and support the enterprise service.

Server Hardware — Covers hardware that is used in the enterprise service. Preferred server hardware
includes, but not limited to, HP x86 in alignment with State standards and IBM servers supporting UNIX
platforms.

Server Software — Covers various software licenses that are used in the enterprise service. Preferred
software license include, but are not limited to, Microsoft Server Editions, VMware License from the
OARNet contract, Linux Server Editions, AlX Server Editions.

Maintenance Agreements — Refers to the business partner support contracts for server hardware and
software. Current enterprise standards only are able to transfer maintenance agreements from the
manufacture. Third party agreements are not desirable or in scope at present.

Phases

4.1 Inventory

Time Range: 60 days prior to asset transfer

Asset Type: Server Hardware, Server Software

Tasks

e Service owner engages business partner to provide server hardware and server software reports.

o For hardware reports the data collected from the IBM MSI process shall be used. If not
available, an inventory containing manufacture, model number, and serial numbers shall
be provided by the agency.

o0 Software reports shall be produced using the current records of the business partner.

e Business partner is to provide service owner with server hardware and server software reports.
0 Hardware reports are to include current maintenance agreement coverage and age of
hardware.
o0 Software reports are to include current software type, software version, quantity, and
maintenance agreement coverage.
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e Service owner is to complete an evaluation of agency hardware/software inventories and identify
items that add value to the enterprise service.

4.2 Recommendation
Time Range: 30 days prior to asset transfer
Asset Type: Server Hardware, Server Software
Tasks
e Server owner to review evaluation with agency server owner(s).
e Agency server owner(s) and service owner to agree upon a suitable transfer plan
e Service owner to share required forms to agency server owner for transfer phase
e Service owner to notify business partners to provide awareness of intent to transfer selected assets.
¢ Business partners to begin their specific transfer process
4.3 Transfer
Time Range: week of asset transfer
Asset Type: Server Hardware, Server Software
Tasks
e Agency asset manager to complete AMD forms
e Agency asset manager to update OAKS asset data
e Agency asset coordinator sends completed ADM forms to service owner
e Asset coordinators to relocate hardware
e OIT asset coordinator to verify accuracy of ADM form and sign
e OIT asset coordinator to compete asset tagging of equipment

e OIT asset coordinator to update OAKS asset data
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e OIT asset coordinator to notify both agencies that hardware transfer is complete

o Business partner to complete required forms with agency server owner and service owner for
software transfer

4.4 Validate
Time Range: 30 days after asset transfer
Asset Type: Server Hardware, Server Software
Tasks
e Server team validates assets are showing in portals and support agreements
e Server team validates hardware discovery tools are detecting transferred server hardware
e Server team validates asset management repositories are updated with transferred server hardware
4.5 Steady State
Time Range: 60 days after asset transfer
Asset Type: Server Hardware, Server Software
Tasks
e Server team reconciles asset reports with business partners.

e Server team supports defined co-managed services asset lifecycle processes.
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