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Introduction 

Welcome to the IT Department Policy Manual! This manual serves as a comprehensive guide to the 

policies, procedures, and expectations for employees in the IT department. It provides guidelines to 

ensure the effective and secure use of IT resources within the organization. Please read this manual 

carefully and consult with your supervisor or the IT department if you have any questions or need 

further clarification. 

 

Department Overview 

The IT department plays a crucial role in supporting the organization's technology infrastructure and 

ensuring smooth operations. Our department consists of 20 IT professionals, including system 

administrators, network engineers, and help desk support staff. We provide technical support, 

manage the organization's IT assets, and ensure data security. 

 

Laptop and Equipment Usage 

Employees issued with company laptops are responsible for their proper use and care. Laptops 

should only be used for work-related purposes and should not be loaned or used by unauthorized 

individuals. In the past year, we deployed 100 laptops, ensuring employees have the necessary tools 

to perform their tasks efficiently. 

 



Network and Systems Access 

Access to the organization's network and systems is granted based on job roles and responsibilities. 

Employees must adhere to the network access policies and protect their login credentials. In the past 

year, we reviewed and updated access privileges for 300 employees to align with their job functions. 

 

Email and Communication 

The organization's email system is to be used for official communication purposes. Employees are 

expected to follow email etiquette and avoid the use of offensive or inappropriate language. The 

email system is monitored for security purposes and to ensure compliance with policies. We manage 

and maintain an email system that serves 500 employees. 

 

Data Security and Confidentiality 

Protecting sensitive data is of utmost importance. Employees must adhere to data security and 

confidentiality policies, including safeguarding company information and customer data. In the past 

year, we conducted training sessions on data security awareness for all employees to mitigate the 

risk of data breaches. 

 

IT Service Desk Support 

Our IT Service Desk provides technical support and assistance to employees. Employees are 

encouraged to contact the IT Service Desk for any IT-related issues, including hardware and software 

problems, network connectivity, and account access. In the past year, we resolved over 1,000 

support tickets, ensuring timely resolutions and minimizing downtime. 

 

Software and Hardware Procurement 

The IT department manages software and hardware procurement to ensure compatibility, licensing 

compliance, and cost-effectiveness. In the past year, we procured and deployed software licenses for 

50 new applications, providing employees with the necessary tools to perform their roles efficiently. 

We also procured and maintained hardware assets for 300 employees. 

 

IT Policies and Procedures 

We have established IT policies and procedures to ensure the responsible use of IT resources and 

compliance with legal and regulatory requirements. Employees are expected to review and adhere to 

these policies, including acceptable use, software installation, data backup, and incident reporting. 

Regular policy reviews and updates are conducted to align with industry best practices. 

 

IT Training and Professional Development 



Continuous learning and professional development are essential in the rapidly evolving IT landscape. 

In the past year, we provided training sessions on emerging technologies, cybersecurity best 

practices, and ITIL (IT Infrastructure Library) framework adoption. We encourage employees to stay 

updated with the latest industry trends and certifications. 

 

IT Incident Management 

Effective incident management is crucial to minimize the impact of IT-related disruptions. Employees 

should promptly report any IT incidents or disruptions to the IT Service Desk. In the past year, we 

successfully resolved 90% of reported incidents within the agreed service level agreement (SLA), 

ensuring minimal disruption to business operations. 

 

Change Management 

Controlled and documented change management practices help mitigate risks associated with IT 

changes. Employees must adhere to the change management process when implementing 

modifications to systems, applications, or infrastructure. In the past year, we successfully 

implemented 50 changes without major incidents or disruptions. 

 

IT Asset Management 

Proper management of IT assets ensures their availability, security, and optimal use. Employees are 

responsible for safeguarding and properly utilizing assigned IT assets. In the past year, we conducted 

asset audits, ensuring accurate inventory and tracking of IT assets across the organization. 

 

Remote Work and Bring Your Own Device (BYOD) 

The organization supports remote work initiatives and may allow employees to use their personal 

devices (BYOD) for work-related activities. However, employees must comply with the organization's 

BYOD policies and security requirements to protect company data. In the past year, 30% of 

employees utilized remote work options, leveraging secure access and virtual collaboration tools. 

 

Amendments to the Policy Manual 

This policy manual is subject to periodic review and amendments. Any updates or changes will be 

communicated to employees through email or departmental meetings. Employees are responsible 

for familiarizing themselves with the latest version of the manual. 

 

Conclusion 

Thank you for reviewing the IT Department Policy Manual. Your adherence to these policies and 

procedures ensures the effective and secure use of IT resources within the organization. If you have 

any questions or need further information, please reach out to your supervisor or the IT department. 

Your collaboration and commitment to technology excellence are appreciated. 



 

Outlook: 

a. Outlook is our organization's primary email and communication platform. 

b. For assistance with Outlook-related issues, contact the IT Service Desk. 

c. IT Service Desk Contact: 

 

Phone: +1-555-123-4567 

Email: itservicedesk@example.com 

Operating System (OS): 

a. Our standard operating system is Windows 10. 

b. For any OS-related queries or problems, reach out to the IT Service Desk. 

c. IT Service Desk Contact: 

 

Phone: +1-555-123-4567 

Email: itservicedesk@example.com 

Laptop and Connectivity: 

a. Employees are provided with company-issued laptops for work purposes. 

b. For laptop hardware or connectivity issues, contact the IT Service Desk. 

c. IT Service Desk Contact: 

 

Phone: +1-555-123-4567 

Email: itservicedesk@example.com 

Disk Issues: 

a. If you encounter disk-related problems or errors, please report them promptly. 

b. Reach out to the IT Service Desk for assistance and troubleshooting. 

c. IT Service Desk Contact: 

 

Phone: +1-555-123-4567 

Email: itservicedesk@example.com 

Contacts and Email IDs: 

a. IT Service Desk: 



 

Phone: +1-555-123-4567 

Email: itservicedesk@example.com 

b. IT Manager: John Smith 

 

Phone: +1-555-987-6543 

Email: jsmith@example.com 

c. System Administrator: Lisa Johnson 

 

Phone: +1-555-567-8901 

Email: ljohnson@example.com 

d. Network Engineer: David Wilson 

 

Phone: +1-555-234-5678 

Email: dwilson@example.com 

e. Hardware Support: Robert Brown 

 

Phone: +1-555-678-9012 

Email: rbrown@example.com 


