

















Keep it safe and secure

Being able to put your hands on documents that go with your
software is very important. Make sure that you have a secure and
central fire-proof storage area for the following:

¢ Original software DVDs, CDs
e Licensing agreements

e Warranties

e Manuals

e Invoices

® Receipts or proof of purchase

Keeping everything together and safe means that you will always
be in control of your software assets.




Appendix: Employer Tools

. For a sample SAM Policy, employee memorandum, and other beneficial employer tools,
visit BSA's website at www.bsa.org under Tools and Resources.
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