	Currently, the monetary procurement threshold is $15,000.  Lead time to notify vendors of these changes is necessary and will require approximately 3-6 months to ensure VPATs, testing and paperwork can be completed and submitted to meet critical deadlines.

	Owner(s)
	Action(s)

	Campus Requestor
	1. Create functional requirements for purchasing a product. 

a. The products technical specifications (speed, production quantity, size, etc.)

b. The products features; functions, purpose, etc.

c. What the minimum requirements are.

d. What specific need does the product meet (i.e., what it must do?)

e. Are there any specific academic and/or campus considerations to be taken into account?

	Campus Requestor
	2. Conduct market research to determine the availability of a product to meet the functional requirements. 

a. Determine vendors

b. Rational for choosing one product over another

c. Complete a Vendor Matrix (see example)

	Campus Requestor and E & IT Advisor
	3. Identify the one that best meets the functional requirements and determine the applicable E & IT Standards:

· Software and operating systems, Standard 1194.21 

· Websites and web applications,   Standard 1194.22 

· Telecommunication products,      Standard 1194.23 

· Video & Multimedia products,      Standard 1194.24 

· Self contained /closed product,    Standard 1194.25 

· Desktop and portable computer,  Standard 1194.26 

	Campus Requestor, E & IT Advisor & DACA
	4. VPAT request Process and analysis. Require all vendors to submit Section 508 compliance documentation (e.g., a completed Voluntary Product Accessibility Template (VPAT) or vendor checklist). Can obtain VPAT as early as Step 2.
a. Search Vendor Website and/or request from vendor

b. Available VPAT (Yes or No)

i. If YES, go to Step 4c.

ii. If NO, send a blank VPAT form to Vendor and obtain completed VPAT (this may take some time).  The CSU Guide to Completing the Voluntary Product Evaluation Template (VPAT) and a blank VPAT can be found at:  http://www.calstate.edu/Accessibility/EIT_Procurement/
c. Analyze VPAT(s) and determine which is the most 508 compliant (includes review VPAT, has vendor completed appropriate sections, determine product accessibility, determine if a more compliant product exists).

	DACA/DPRC
	5. User Accessibility Testing may be appropriate to determine relative accessibility of two or more products with equal or dubious accessibility.

	Campus Requestor
	6. Communications VPAT Analysis with Vendor.  Provide results of the VPAT.  If VPAT analysis reveals that none of the products reviewed are compliant, the Requestor must choose the most compliant of those reviewed. To streamline the license renewal or repurchasing of the product in the future; SF State recommends that the Requestor secure a 508 compliance road map from vendor. 

	Campus Requestor
	7a. If product is compliant, purchase may proceed.  The following must be completed to send to the Procurement Office:

a. Complete SF State Section 508 E&IT Product Requisition Support Form (http://www.sfsu.edu/access/procurement/index.html)

b.  Send all supporting documentation to E & IT Advisor.

       OR


7b. If preferred product is not compliant, determine if a more compliant product which meets functional requirements exists.

a. If YES, the more compliant product should be purchased. Complete Step 6 for alternate product.

b. If NO, work with E & IT Advisor and/or DACA word a Letter of Commitment to the vendor.

     508 compliance commitments allow vendors to establish a roadmap of the next release/version or up to 2 years to become Section 508 compliant.

	Campus Requestor, E & IT Advisor, DACA,  Director of Procurement, 508 Compliance Officer
	Section 508 Exemptions.  A Campus Requestor may decide that an exemption is warranted; the requestor then submits an exemption request to the 508 Compliance Officer.  Documentation should include functional requirements, market analysis, vendor matrix, VPAT assessments, and rational for requesting an exemption. Documentation along with the E&IT Request Form is submitted to DACA for review and forwarded to the 508 Compliance Officer, for final decision. 

 Examples: Sole Brand/ Sole Source, Back Office, Net Cost Increase, Fundamental Alteration, Commercial Non-Availability


