
Step 1: Budget Confirmation

Decision

Was the expense 

approved (VP and/

or Annual Planning 

Process)?

Stop

YES

NO

Step 2a: Present new software to 

Academic Technology Committee 

(Instructional Software Only)

Step 3: Prepare Documentation

YES

NO

Stop. 

Request area VP 

approval and confirm 

funding source

Is this a Software 

as a Service (SaaS) 

our Cloud 

services?

Step 4: Contract Review

Submit Contract and/or 

Terms & Conditions to 

Purchasing and Risk 

Management for review 

and approval. Include 

HECVAT if applicable.

NO

Step 3b: Ask Vendor to fill out 

and return a HECVAT form.
YES

Decision

Stop. Work with Purchasing or 

Risk Management to resolve 

issue.

NO

Step 5: Board ApprovalYES

Submit contract and 

up-to-date quote to 

CTO for Board agenda 

item creation

Decision

Stop

NO

Step 6: ProcurementYES

Provide GL account and 

ITS will create the 

requisition for you

Process End

HECVAT: Higher Education Community Vendor 

Assessment Toolkit. Information security form. Ask ITS 

for a copy or download it here (use Lite version).

Technology Committee meetings: Occur the third 

Tuesday of every 1 month.  

Board agenda items: Must be posted in BoardDocs 

by the first Thursday of every month (unless otherwise 

instructed) for review by Cabinet.  

HECVAT: Higher Education Community Vendor 

Assessment Toolkit. Information security form. Ask ITS 

for a copy or download it here (use Lite version).

Technology Committee meetings: Occur the third 

Tuesday of every 1 month.  

Board agenda items: Must be posted in BoardDocs 

by the first Thursday of every month (unless otherwise 

instructed) for review by Cabinet.  
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Step 2b: Present new software 

to Technology Committee

Decision

Stop

NO

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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