
IT PURCHASING AUTHORIZATION
High-level process
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Overview

Submit IT Purchase 
Authorization Request 

form

VPAT Review, 
if applicable

Meets 508 
standards

Does not meet 508 
standards / no VPAT

Authorization # generated; 
requester notified to 

proceed with purchase

SME Review 
(may include ISO 

and/or C&P review)

AVP Approval

Approved by 
all SMEs

Submit 
Acknowledgement 
of Responsibility

Submit EEAAP 
(if high impact/

general-use product)



IT PURCHASING PROCESS: DL-ITPurchasing
Former process
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DL-ITPurchasing Review and Approval Process

1d

Department/purchaser 
informed that IT review/

authorization is not 
applicable

Receive email 
request for approval 

of technology 
purchase

Evaluate product/
service

Inform department/
purchaser that IT 
approval is not 

required

Route for SME 
feedback as 

needed

ATI review 
required?

IT authorization 
required?

ATI Review and 
Approval Process

ISO Review and 
Approval Process

ATI approval?
Email approval to 
DL-ITPurchasing

Request Exception 
Memo

Obtain AVPIT 
signature on ATI 

form

Obtain VPIT 
signature on ATI 

form

Write and submit 
Exception Memo

Inform department/
purchaser and/or 
C&P of approval; 

batch procurement 
documentation

Provide feedback to 
DL-ITPurchasing 

and/or C&P

1-2d

1-2d

1d

1d

1d

1d

Fill out and submit 
ATI form; provide 
VPAT (if existing)

Receive ATI form 
and VPAT (if 

existing)

YES

NO

Request additional 
information if 

necessary

Provide additional 
information via 

email, as needed

Receive 
SME feedback (if 

applicable)

1d

Approve 
purchase?

Continue 
purchasing process

Stop purchase

YES NO

NO

YES

ISO Review 
required

Email request for 
ATI form and VPATYES

YES

Continue IT 
Purchasing review 

process 

Email request for 
Exception Memo

Generate ATI#; 
route for ATI 

approval via email

Receive Exception 
Memo

Route for ATI 
approval via email

1d

2-3d

1-2d

1d

NONO

3d-2m

1d

1d-1w

Receive ATI 
approval
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Memo

Receive ATI 
approval


