Instructions for Completing

UTD Year 2000 Compliance Inventory

The Year 2000 Compliance Inventory form is a WORD '97 document.  The table of items can be expanded to provide as many rows as necessary.  The form may be downloaded from URL www.utdallas.edu/ir/tcs/eforms or obtained on diskette from the Office of the Executive Director of Information Resources.

The Year 2000 Compliance Inventory should list only equipment items and software.  Equipment items might be computers in their own right or contain "embedded" computers (control systems, instrumentation, etc.).  A good place to begin is the inventory listing provided by Property Administration.  Select only those items that match the above criteria for inclusion.  In addition, add any computers or equipment containing embedded computers or software that do not appear on the inventory listing. 

· Assign each item on the list a sequential number (Item # on the form), beginning with 1, as a reference for that item within your school/department.

· If the item is equipment and has a UTD property tag attached, enter the property tag number on the form in the second column (ID Tag#), otherwise enter N/A.  

· Include a brief description of the item.  Again, the property control inventory listing may be of help.

· Determine the risk assessment for each item listed using the definition of Risk provided at the bottom of the form.  By definition, Low risk items do not store dates or are not involved with date calculations, and any inability to handle the year 2000 would not cause a problem.  Consequently those do not require testing.  Items designated as Medium or High risk must either be tested for year 2000 compliance or a statement from the vendor describing year 2000 compliance (or lack thereof) must be received.

· If compliance has been determined by testing, enter the date testing was completed in the Date Tested column.

· If compliance determination has been made based on a vendor statement, enter a note in the Comments column which gives the date the statement was received.  NOTE: Only in the case where an item is not user-testable should a vendor statement of compliance be used.
· Based on the results of testing or receipt of a vendor statement, enter either Y or N in the Compliant column on the form.

· For items determined to be compliant, enter the date of that determination in the Date Compliant column.

· For items determined not to be compliant, select one of the strategies (Abandon, Fix, Monitor, Replace) described at the bottom of the form to deal with the situation and enter its designation in the Strategy column.

Deans/Directors should retain a copy of the completed forms in their offices and forward a copy to Bill Hargrove, Year 2000 Coordinator (AD 28).

