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Step 1 Any software application, computational device, or
Faculty or staff member wishes to purchase an electronic or equipment that requires electricity to operate.
information technology asset, or renew a maintenance support Maintenance support contracts for electronic or
contract for an existing electronic or information technology asset. information technology assets also apply.
% Department equipment support technicians
Step 2 Michael Lester, 4-0319, Mechanical Engineering
Faculty or staff member contacts their department equipment support Greg A Morris, 4-6063, Civil and Construction Engineering
technician and requests the technician obtain a vendor supplied Youxian Wu, 4-0944, Environmental Engineering
quotation for the asset. Alternatively, for the acquisition of specialized Mark Bruno, 4-8921, Electrical and Computer Engineering
research infrastructure with specific specifications, the faculty Greg A Morris, 4-6063, Aerospace Engineering
member may prefer to obtain the quotation. For information Christopher Paolini, 4-7159, IT Manager
technology assets, such as software and computer infrastructure, the ———
faculty or staff member contacts the college IT manager. Department purchasing coordinators
+ Emon Downhour, 4-6506, Electrical and Computer Engineering
Sandra Maxwell, 4-6072, Civil, Construction and Environmental
Step 3 Engineering
Department equipment support technician emails Jacqueline Lane (or Jackie Jones, 4-6067, Mechanical Engineering
department coordinator) quotation as a PDF document and Damien Rosales, 4-6074, Aerospace Engineering
Jacqueline Lane (or coordinator) replies with a provisional purchase Anna Flores, 4-1484, Dean's office
requisition number, if the purchase is approved by the appropriate
administrator. Riny Ledgerwood’s email address is rledgerw@mail.sdsu.edu
The department equipment support technician should put their
name as the requestor on the ACRF and include the requisition
number supplied by Jacqueline Lane (or department
Step 4 coordinator). It is the sole responsibility of the department
Department equipment support technician completes an Electronic & equipment support technician to supply all of the information on
Information Technology (E&IT) Section 508 Accessibility Checklist the ACRF. The department equipment support technician must
Routing Form (ACRF) and emails the form to Riny Ledgerwood for | identify the asset’s description, user(s), usage, cost, and
review and approval. compliance category. If the department equipment support
technician does not know the answer to a question on the
ACREF, the technician must investigate, on their own, to
determine the answer. It is not the responsibility of Jacqueline
Lane, department coordinators, or faculty members to complete
Step 5 the ACRF
Based on the answers supplied on the ACRF, Riny Ledgerwood .
determines if the asset has a high impact with respect to student
accessibility.
Step 7b
* Riny Ledgerwood sends ACRF to Kent McKelvey for approval
and signature. Once Riny approves the ACRF, a PDF file will be
sent to the technician containing the word “unsigned” in the
Step 6 ” i , )
attachment filename. The “unsigned” document is not useful
Asset presents a NO—————— .
high impact? and can be dl_scar(_jed. Once Kent approves the AC_R_F, a
second PDF file will be sent to the technician containing the
—p|word “signed” in the filename. This second “signed” ACRF is
what is required by the Procurement department to complete a
purchase transaction.
Step 7a
Department equipment support technician contacts the vendor and \ 4
obtains a Voluntary Product Accessibility Template for the asset, or Step 8
VPAT, _a_c!ocument that identifies a product's conformance with Department equipment support technician emails the “signed”
accessibility standards. ACRF that has been signed by Kent McKelvey to Jacqueline
Lane or department coordinator, depending on who is submitting
the purchase requisition.
Step 7al
Department equipment support technician emails VPAT to Riny Y
Ledgerwood. Step 9
* Jacqueline Lane (or department coordinator) submits purchase
Step 7a2 requisition, along with the “signed” ACRF, to C_or_]t_ract and
Riny Ledgerwood sends VPAT to Kent McKelvey for approval. Procurement Management for asset acquisition.
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