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IT Purchase and Contract Request
Purpose: The UNH IT CIO is requiring approval before staff proceeds with specific purchases. 
The CIO will pre-approve purchases for contracts and specific items:

· Single item purchases of 25,000 or greater - before any action begins with vendors

· Regardless of dollar amount:

· New contracts - before any action begins with vendors
· Servers
· Storage
· Network devices
· Wireless (WiFi)
· Virtualization
· Consultants 
To submit a request for approval, login to this form (AD authentication): https://itsupport.unh.edu/purchase/
Submitting Request

1. Contact Information
Update contact information as necessary: Name, Phone, E-mail, Department, and Director.

· Note: The Director/Manager is not informed through this process. The CIO may direct questions to the director or manager regarding this request. 

For urgent requests, select yes for “Does this request require processing within 1 business day?”

2. Purchase Information

Vendor, Purpose, Funding Source, Unplanned purchase, RFP/Contract purchase, Item Description 

· Vendor: identify your vendor of choice and note in the additional comments section the reason for your selection. 

· An unplanned purchase is one which was not included in your original budget.

· An RFP/Contract purchase is one which requires a contract or will involve the request for proposal process for purchases over $35,000.

· Fill in the “Item Description field for the first item

· Quantity and Price fields are not required, but may be used if known.

·  Select Add to List. 
· Continue to build the required list. 
· Prices must be listed in whole dollars.

· Estimated Total Cost field is required and can be updated independently.
· In the comments address your reason for your vendor selection and other pertinent information.
3. Submit request
Approval Route

1. Notification of the request/case is forwarded to the CIO and cc: to the CIO Administrative Assistant

· Notification of the submission is emailed to the requester with an assigned Remedy case number

2. CIO approves or denies the request, adding comments as necessary. 

· Automatic notification of decision is emailed to requestor

Approved request

· The requester places the order via their Pcard or initiates the purchasing process with the IT BSC through the currently established processes, as appropriate. 
· Include the Remedy case number for reference on Pcard receipts or when identifying the purchase request to the IT BSC.
Denied request

· Requester may submit new request based on information provided by CIO.
BSC Process

The IT BSC will assign staff to monitor the Remedy queue daily. They will look for requests outstanding beyond a specified time frame.
If you have any questions, please contact it.bsc@unh.edu
