Process for Purchasing Software Applications
In instances when a department would like to purchase a software product that the university does not currently support (or distribute) it is necessary to involve OIT in the purchase: 

1. Identify software product(s) that meet your need.
2. Contact/Provide the Business Office (Tom Nevala, in many instances Shirley Hums will contact him for you) with the software product information (purchase proposal and contract/license agreement). 
3. The Business Office will notify OIT (John Kelly, x1-7979) of the software need.

4. John Kelly/Ancillary Team will schedule a meeting to complete the 2 project proposal documents with the purchaser:

a. Project Snapshot (includes what type of data is involved: e.g. Name, SSN
b. Project Risk  Assessment

c. Also, copies of the Vendor Quote, Terms and Conditions, and Software License Agreement – anything of this nature – should be included as part of this meeting.
5. John Kelly, along with additional OIT colleagues, will review the proposal

a. Does the university already support or know of a similar product?

b. Any data security concerns with the software (ie. SS#, student grades…)

c. Any concerns regarding the transfer of data into the new software?

d. How does the application work (ie. Web-based)

6. The OIT Contract Administrator (Geoff Perks) will work with General Counsel to review the  contract/license agreement.
a. Copy of the Vendor Proposal, Vendor Contact Information, Software License Agreement and any other Vendor Terms and Conditions are needed to present to General Counsel for their review and approval.
7. If the dollar amount is less than $100K, Geoff will work to get Gordon Wishon’s signature. If this occurs, Geoff will forward a copy of the signed agreement to Tom Nevala.
8. If the dollar amount is less than $100K or Gordon nor any other OIT rep is available to sign the agreement, Geoff will send the agreement to Tom Nevala for Kevin White’s signature.

9. If the dollar amount is greater than $100K, Athletics/OIT will work to get Officer approval/signature(s).
10. When Geoff forwards an agreement to Tom, Geoff will attach a note indicating either (a) signature required; or (b) copy for files. 
11. The approved proposal and contract is submitted to the Business Office for processing the purchase via BuyND.
Updating your application?
 If so, please ask the vendor the following question to help decide if the Software Application Process needs to occur for the upgrade to proceed.
1.  Is there any architectural change to the application (e.g., changing of the backend database from Access to SQL Server/Oracle)?

2.  Any additional data being stored (e.g., didn't store addresses before but now it does)?

3.  Any additional interface/data feeds required?

4.  Does the upgrade require a change in server specs (which may lead to the need to purchase additional hardware)?

5.  Has the access method of the application changed (e.g., to integrate with LDAP or Single-Sign-On)?

6.   For the upgrade, is the application now using the web to display/house data whereas before the application did not use the web?  

Examples of past Athletics software proposals:

· Equipment Room inventory software
· Football recruiting software

· Softball hitting software

· Women’s Basketball DV Sports

