
Step 2: Budget Confirmation

Was the expense 

approved (VP and/

or Annual Planning 

Process)?
NO

Stop. 

Request area VP 

approval and confirm 

funding source

Step 4: Board Approval

Submit contract and 

up-to-date quote to 

CTO for Board agenda 

item creation

Decision

Stop

NO

Step 5: ProcurementYES

Provide GL account and 

ITS will create the 

requisition for you

Process End

Board agenda items: Must be posted in BoardDocs 

by the first Thursday of every month (unless otherwise 

instructed) for review by Cabinet. 

ITS Help Desk: helpdesk@elcamino.edu

Formstack Form: https://elcamino.formstack.com/

forms/technology_request_form  

Board agenda items: Must be posted in BoardDocs 

by the first Thursday of every month (unless otherwise 

instructed) for review by Cabinet. 

ITS Help Desk: helpdesk@elcamino.edu

Formstack Form: https://elcamino.formstack.com/

forms/technology_request_form  
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Step 1: Request Quote

Contact ITS 

helpdesk to get 

quote

Step 3: Fill out New Technology 

Request Form in Formstack

YES

https://library.educause.edu/resources/2020/4/higher-education-community-vendor-assessment-toolkit
https://library.educause.edu/resources/2020/4/higher-education-community-vendor-assessment-toolkit
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