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IT Procurements for Other Agencies

Policy Number: FISCAL 07-06

Issue Date: 03/30/2007

Effective Date: Immediate

1. Purpose 

Establish a policy for the IOT review and approval of IT related procurements, contracts and grants.  

2. Revision History

	Revision Date
	Revision Number
	Change Made 
	Reviser

	03/23/2007
	01
	Draft
	C. Bradley

	03/28/2007
	02
	Draft Revision
	W. Pierce

	04/09/2007
	03
	Clarify Agency Bill Backs
	T. Bradshaw

	05/14/2007
	04
	General Revisions
	R. Bauchle

	07/11/2007
	05
	Add “data” to IT definition
	W. Pierce

	07/12/2013
	06
	Change title and process for entering requisitions for other agencies.
	W. Pierce


3. Persons, Groups, Systems Affected

All agencies, boards, commissions and bodies corporate and politic within the executive or administrative branches of Indiana state government  

4. Definitions

4.1 Information Technology (IT) is defined as:

· Any computer equipment or associated peripheral equipment;

· Any hardware, data, software or application that requires computer equipment to operate; 



or

· Any services which deliver the above. 

4.2
Procurements, contracts or grants are considered IT related if any IT is being procured irrespective of its relative cost in the procurement, contract or grant (i.e. it is an IT related procurement, contract or grant even if the IT portion is less than 1% of the cost of the procurement, contract or grant). 

5. Policy

Per IC 4-13.1-2-2, IOT’s duties include: “Review state agency budget requests and proposed contracts relating to information technology at the request of the budget agency.” 

There is no delegation of authority to the agencies for IT procurements, contracts or grants.

IOT will review all IT related requests for proposals (RFPs) to ensure they are consistent with IOT policies, standards and guidelines, and that there is not already a vehicle in place that can be used to obtain this product or service.  IOT should be notified of the upcoming RFP as early as possible, but no later than at the time where a good draft is available for review. This should be done before the RFP is submitted to the Department of Administration for release.  IOT’s goal is to review all IT related RFPs within an average of five working days. 

IOT will review all requisitions for the purchase of IT related equipment and/or services within an average of three working days from submission for compliance with IOT policies, standards, and guidelines; for most agencies, this is done through the Encompasst eProcurement process. These requests can be input by the agency and subsequently approved by IOT.  IOT will enter the requisition on the agency’s behalf only if it is part of an enterprise agreement (e.g., Microsoft, Adobe).  In such cases where IOT enters the requisition on the agency’s behalf, the agency approver must sign a service order form and include the necessary Encompass Chartfields prior to IOT entering the requisition.  Once the goods/services have been received, they will be charged to the agency   via accounts payable voucher using the agency’s Encompass chartfields.
IOT will review all IT related contracts for adherence to IOT policies, standards and guidelines.  If a waiver to the policies, standards or guidelines is required, it must be submitted and approved before the contract will be approved. IOT also will ensure that the contract follows the guidelines in the IT Contract Manual published by the Office of the Attorney General.  If there is another contract vehicle already in place or that can be modified, IOT will immediately inform the agency. IOT’s goal is to review all IT related contracts within an average of three working days. 

IOT will review all IT related grants for conformance to the Section 508 standards. If a waiver to these standards is required, it must be submitted and approved before the grant will be approved.  IOT’s goal is to review all IT related grants within an average of three working days. 

IOT will expedite contract approval only if public safety will be affected or there is a significant fiscal impact.

6. Responsibilities 

6.1. Agencies will obtain all necessary and appropriate vendor and agency approvals prior to submitting the procurement, contract, or grant to IOT.  

6.2. Indiana Office of Technology will review and process requests for IT in a timely manner.  

[image: image2.png]Indigre

Office of Technology

www.IN.gov/iot




