CIT Software Purchasing Policy
TFREC Summary of Process

CAHNRS Information Technology (CIT) distributed a new process for purchasing technology (software**, data storage, end user license agreements, etc.).  The purpose of this new process is to allow an ISS review to determine security risk for the University. Follow the process below:

1. Send an email to CIT at cit.support@wsu.edu with your intent to purchase ANY new or renewal of software, or data storage needs (this now includes click through end user license agreements).
2. A ticket will be generated in their system.
3. Someone from CIT will work with you directly on the appropriate process to determine what review is required.
4. After the review for potential risk/security evaluation, a CRSD number will be assigned to your request.
5. (NEW) Forward your email to Kevin with a copy of your request for review or a copy of the CRSD number and a budget number for the creation of a requisition.
6. A purchase order is typically created from a requisition and sent to the company, but with software vendors, they would likely be paid online with an authorized pcard. Purchase order records are used to house the click through terms and conditions, document the IS review, obtain financial approvals, and document departmental approval to proceed without negotiated terms. NOTE: You may need to obtain additional documentation from the vendor if they are not in our Workday system. Please work with Kevin if that is the case.
7. If you choose to pay with a purchasing card, an exception to policy is required. Darla Ewald has an approved exception on her card for these purchases. Please utilize her card for new purchases and renewals.
8. Make sure to include your CRSD renew # on your coding sticker attach to your receipt that is turned into Megan Welker.
9. Contact Kevin once a pcard purchase has been made so the purchase order can be reconciled per step 5 above and closed.

REMEMBER: If there is an agreement/contract to be signed, you must contact Kevin Rimes first about contract processing requirements.

**WSU has an agreement with Microsoft so these licenses and renewal do not need to follow the above process for prior IT approval, however, there are typically other steps that need to be taken after the purchase/renewal in order to be added to the WSU license agreement. Contact cit.support@wsu.edu.

NOTE: If you are buying a desktop, laptop, tablet or mobile device that does NOT require specialized, licensed or software package to operate, you do not need a security  review but you DO need to work with CAHNRS IT for system configuration support. Contact cit.support@wsu.edu.
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