
Technology 
Purchase 

Software/Database/
Subscription Hardware

 $0 - $4,999
 No Sensitive

Info
 No Signature

Needed

 $0 - $4,999
 Sensitive Info 

OR Signature 
Needed

 $5,000+
 No Sensitive

Info
 No contract

Mice, Keyboards, 
webcams, adapters, 

etc. (under $500)

Tablet, Laptop, 
monitor, VR 

headset, etc. (OR 
over $500)

 $5,000+
 Sensitive Info

OR Signature 
Needed

Must have the 
contract/

agreement/NDA 
negotiated

Up to 4 weeks *

Must go through IT 
Orders – Formal PO

Data Protection 
Checklist

If Sensitive Info: 
Must go through 
ISO and DGOG 

review
6+weeks *

Must go through IT 
Orders

May need a KF 
security review

Data Protection 
Checklist
&
Terms Addendum

Must send receipt 
to IT Orders

Must go through IT 
Orders – Formal PO

Data Protection 
Checklist

Must have the 
contract/

agreement/NDA 
negotiated

Up to 4 weeks *

Must go through IT 
Orders – Formal PO

Data Protection 
Checklist

If Sensitive Info: 
Must go through 
ISO and DGOG 

review
6+weeks *

Area Assistant/
Program Manager 

can make the 
purchase

Limited technical 
support for non-

standard 
equipment

Must go through IT 
Orders. 

4-6 weeks for
delivery. *

Must be asset 
tagged and 
inventoried

Must be configured 
with KFBS image 

and security

If >100 Users: 
Requires VPAT / 

Digital Accessibility 
Review

Must have the 
contract/

agreement/NDA 
negotiated *

If >100 Users: 
Requires VPAT / 

Digital Accessibility 
Review

If over $25,000,  
Waiver of 
Competition is 
required

If over $25,000,  
Waiver of 
Competition is 
required

• No contracts can be signed by faculty or staff. They will need to go through the University.
• Speed of order processing and delivery depends on the time of year. May-July, Nov-Jan is 

high volume and will take the longest time. Delivery times depend on vendor availability/
distribution: March and Oct are dedicated faculty order priority months; these are the best 
times to place an order.

• ISO Risk Assessment time frame is dependent on the campus request volume and 
university data steward availability.

• Campus purchasing process is dependent on terms negotiation with the vendor




