Sample Procedures 
Monthly

· Update Website
· Clean/Dust Network Equipment

· Review progress of major projects

Quarterly

· Perform Windows & Browser Updates (Windows, Firefox, Adobe Reader, Flash, Java)
· Review IT Knowledgebase
Annually 

· Review inventories (Computers, Software, Equipment, Passwords, Licenses), update as necessary
· Review network diagram, update as necessary

· Review policies, update as necessary

· Prepare to replace aging equipment for coming year (5 years max for PCs, 7 for equipment)

· Contact ISP and explore bandwidth improvement options

· Review domain expirations, renew necessary domains. 

· Send Library Days Closed dates to MHLS
· Review any other documentation
· Review available technology grants (E-Rate)

· Review website and computer use statistics  

· Review Technology Plan & IT projects/training for coming year
3-Years

· Create 3-year Technology Plan 
