Protocol for dealing with new commercial licences

See section 3 of the commercial licence document.

1. Original query comes into ccp4@dl.ac.uk  CCP4 duty person* responds with canned reply and a vanilla commercial licence.

2. Original query only comes to m.e.howard@dl.ac.uk (or other individual in the admin team), forward to ccp4@dl.ac.uk.

3. Response comes to duty person and/or ccp4@dl.ac.uk  If it is positive, skip to step 6. 

4. If there is a query, pass to Martyn or Charles. If the latter can answer it, pass back to duty person, who replies to company. Return to step 3.
5. If Martyn or Charles cannot answer, advise duty person to pass to Linda Baines. Notify company that the query has been passed on.

6. If the company wish to proceed, pass to Joanne to raise an invoice, and arrange payment. Joanne to create an entry in the Access database.

7. Meanwhile, Charles signs the agreed commercial licence and sends to the company. Note this on Access database.

8. Payment is due 30 days after date of invoice (clause 3.2 of licence). The invoice should be dated the same as the signed licence which Charles sends out (clause 3.1).

9. On receipt of the signed licence back from the company, file this and record receipt in the Access database.

10. If Joanne receives a query that is not about invoicing, pass to Martyn or Charles (and cc to ccp4admin) who proceed as in step 4.
11. If the company ask about using the software before the formal licence is issued, this is generally OK. Warn them that they will need to desist if they fail to pay (most companies are paranoid enough that they can be trusted).

12. Karen§ to monitor progress from step 6 onwards. Ensure:

a. invoice sent

b. reminders sent

c. payment received

d. STFC-signed licence sent

e. company-signed licence received

These steps should be ticked off in the Access database by the person doing the action. Karen to monitor the database and alert ccp4admin of gaps.
* The CCP4 Duty person is a weekly rotation between Ronan Keegan, Norman Stein and Graeme Winter.  
§ Karen is currently (as of 20/11/08) on maternity leave.

