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Chapter 1. General Provisions
Article 1(Purpose) The purpose of these guidelines is to protect the rights of software authors 

and promote fair use of software by establishing matters necessary for the management 
of software acquired and held by Kookmin University and ensuring the lawful use of software.

Article 2 (Scope of Application) This guideline applies to members of Kookmin University who 
use the software.

Article 3 (Definitions) The definitions of terms used in this Guideline are as follows.

1. “Software” refers to a set of instructions and commands (including voice or video information, 
etc.) that enable command, control, input, processing, storage, output, and interaction with 
equipment such as computers, communications, and automation devices, as well as their 
peripheral devices, and includes technical documents, other related materials, and fonts 
used to create such software.

2. “Software management” refers to the entire process of purchasing, managing, and 
decommissioning software.

3. “Shared software” refers to software that can be installed and used on all PCs within the 
campus for the purposes of classes, research, and administrative tasks.

4. The “Shared Software Contract Department” refers to the Information Systems Planning 
Team of the Information and Communications Department.

5. “Chief Manager” refers to the head of the shared software contracting department.

6. “Divisional Manager” refers to the head of each user department or the manager in charge 
of each room.

7. “Responsible user” refers to the actual user of the software.

8. “Illegal copying” refers to an act that infringes upon the rights granted to a copyright holder 
under the Copyright Act.

Chapter 2. Software Procurement and Operation

Article 4(Software Purchase) ① In principle, common software used throughout the school shall 
be purchased in bulk by the General Manager in accordance with the annual software 
purchase plan.



② Software excluded from bulk purchasing (for servers, research, classes, etc.) is purchased 
by securing a budget from the relevant department or office.

③ When purchasing software on campus, software registration confirmation is obtained from 
the Shared Software Contracting Department prior to expenditure control for efficient software 
management.

Article 5(Software Operation) Software operation shall inspect the usage status of the software 
in possession, and upon discovery of software with expired contracts or illegally copied 
software, necessary measures such as immediate deletion or disposal shall be taken.

Article 6(Education) Regarding the use of software, guidance on the use of genuine software 
and software copyright protection shall be provided to responsible users from time 
to time.

Chapter 3. Software Operations Organization

Article 7 (Operation Management System) In order to efficiently manage the software, an overall 
manager, a division manager, and a user manager shall be appointed.

Article 8(Role of the Chief Manager) ① The Chief Manager shall oversee the status assessment 
and maintenance and management of on-campus software with the cooperation of each 
departmental manager and user manager.

② The person in charge of overall management shall perform the duties of each of the following 
items.

1. Securing a budget for purchasing shared software
2. Tasks related to the purchase and registration of shared software
3. Storage of original CDs, discs, and documents proving licenses for shared software
4. Task of identifying the status of individually purchased software
5. Measures such as inspection of software management status and disposal of pirated software
6. Supervision of department management heads
7. Other matters necessary for software management

Article 9(Role of Division Manager) The Division Manager shall be responsible for each of the 
following items:

1. Tasks related to software purchase and registration for the relevant department or office

2. Retention of original software CDs, discs, and documents proving licenses purchased by 
the relevant department or office



3. Measures such as inspecting the software management status of the relevant department 
or office and disposing of illegally copied software

4. Preparation and storage of the software management ledger and software installation status 
table of the relevant department or office

5. Notify the General Manager of software purchase status, changes, and disposal results.
6. Management of other software under its jurisdiction

Article 10(Role of the User Manager) ① The actual users of software by department and division 
shall be the User Managers. However, for software under the jurisdiction for which no 
User Manager has been designated, the Division Manager shall be the User Manager.

② The person responsible for use is liable for each of the following items.

1. Handle and use software for its intended purpose
2. Notify the Division Manager of the results of the acceptance and handover when moving 

software.

3. In the event of a breakdown, damage, or other cause for maintenance, notify the department 
manager.

4. In the event of unusable or lost software, notify the Division Manager.

Chapter 4. Software Usage Compliance and Liability

 Article 11(Compliance Requirements for Software Use) When using software, the following 
requirements must be observed.

1. Installation and use of anything other than genuine software is prohibited.
2. Unauthorized installation of campus software on personal PCs is prohibited.
3. Unauthorized removal of original software CDs, disks, related information, or copies thereof 

from the campus is prohibited.

4. Unauthorized installation and use of personally owned software on campus are prohibited.

5. Cooperation during the software status inspection by the person in charge of overall management

Article 12 (Responsibility for Software Use) The person responsible for use shall be liable for 
the matters set forth in the following subparagraphs.

1. Compensation for loss or damage of school-owned software
2. Compensation for software copyright infringement



[별지 제1호 서식]
소프트웨어의 관리 대장

(기관명 또는 부서명)

담 당 부 서 관 리 담 당 자 관 리 책 임 자

작 성 일 자 (인) (인)

소트프
웨어 
고유
번호
①

소프트
웨어 
및 

버전
②

저작사

시리얼
넘버

③

도입 시
버전

④

이용가능
버전

⑤

라이선스 
유형

⑥

도입
일자

보유
수량

설치
수량

⑦

라이
선스
기간

⑧

폐기
일자

 ⑨ 

운영
부서

  ① 물품관리시스템 또는 관리대장 등 등록된 고유관리번호
  ② 물품관리시스템 또는 관리대장 등 등재된 소프트웨어의 명칭
  ③ 소프트웨어 최초 구입 시 저작권사로부터 제공받은 제품 고유번호
  ④ 최초 구입당시의 버전을 세부적으로 명기
  ⑤ 업그레이드 및 패치 등을 한 경우 실제이용 가능한 버전(하위버전 이용가능 여부)
  ⑥ 볼륨, 패키지, 증서, 다운로드 등 라이선스 형태표시
  ⑦ 실제로 설치되어 이용 중인 수량
  ⑧ 영구보유 또는 라이선스 기간이 있는 경우는 만료날짜를 명기
  ⑨ 패키지 및 라이선스의 이용권리가 상실된 경우



[별지 제2호 서식]
소프트웨어 설치 현황표

관 리 담 당 자 관 리 책 임 자

(인) (인)

순번
소프트웨어명

①

소프트웨어
고유번호

②
PC고유번호 이용자 설치일 서명

1 (인)

2 (인)

3 (인)

4 (인)

5 (인)

6 (인)

7 (인)

8 (인)

9   (인)

10 (인)

11 (인)

12 (인)

13 (인)

14 (인)

15 (인)

16 (인)

17 (인)

 
 ① 물품관리시스템 또는 관리대장 등에 등재된 명칭과 동일하게 기재
 ② 물품관리시스템 또는 관리대장 등에 자산으로 등록 시의 고유번호(시리얼넘버)




