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Accessibility Equipment and Information Technology (E & IT)
Procurement Procedures
1. Scope

California Government Code 11135 requires the CSU to comply with Section 508 and to apply accessibility standards to electronic and information technology (E & IT) products and services that it buys, creates, uses, and maintains.  The general, technical, and functional requirements of the procurement specifications drive the procurement process.  Accessibility determination is conducted in the evaluation.  The assessment of conformance to the accessibility standards is accomplished via the vendor provided Vendor Check List or Voluntary Product Accessibility Template (VPAT).  E & IT products and services must meet the applicable accessibility standards unless an exception applies
2.   Purpose

This procedure is intended to provide the campus with guidance in the procurement of accessible E & IT goods and services above the threshold of $15,000 as required by CSU Executive Order 926 and California Government Code Section 11135.  At the Buyer’s option, procurements below the threshold may be formally bid.  This procedure shall then apply.
3.  Definitions
Electronic and Information Technology (E & IT) – Any equipment or interconnected system or subsystem of equipment, that is used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching.
Requestor – Person or department or grant requesting the purchase of E & IT goods and/or services
Section 508 – Part of the Rehabilitation Act of 1973 amended in 1998 and requires that electronic and information technology developed, procured, maintained or used by the federal government to be accessible to people with disabilities.
California Government Code 11135 – State law that requires the CSU to implement Section 508 and to apply the federal accessibility standards to the electronic and information technology (EIT) products and services that CSU buys, creates, uses, and maintains.

ITS Procurement Approval Form – The vehicle by which all computing, media, and telecommunications-related purchases and services are reviewed and approval is indicated.  The ITS Procurement Approval Form is required in Procurement and Contracts prior to the award of an applicable contract or purchase order.
E&IT Consultant –  An ITS staff member who is the Section 508 procurement specialist with responsibility to support the ITCs and departments as it related to Section 508 compliance and shall also participate in the review of E&IT procurement documents.  The E&IT Consultant is also responsible for the E&IT web site.
Formal Competitive Bid Threshold – All goods and services with estimated costs in excess of $15,000.00.  Tax and freight are included in this threshold.
E&IT Procurement Form – Campus form required for all E & IT purchases.  The E & IT Procurement Form is included with the requisition information and the ITS Procurement Approval form and submitted to Information Technology Services.
E&IT Exemption Request Form – Campus form to be completed by the department, ITS, or requestor if the purchase meets one of the eight exemption categories.
Vendor Evaluation Checklist – Document completed by the vendor or supplier to document how their product meets or does not meet the 508 standards.
Voluntary Product Accessibility Template (VPAT) – Template developed by the federal government so that vendors could disclose the extent that their E & IT products and services conform to each of the Section 508 technical standards.  A number of E & IT companies routinely produce VPATs and post them to their company web sites.  VPATs are specific to make and models.
4.   Applicability

This procedure applies to purchases of E & IT above the bid threshold of $15,000 for goods and/or services which fall one of the following six categories:
1) Software applications & Operating Systems (See Appendix Form 8.3);

2) Web-based intranet and internet Information & Applications (See Appendix Form 8.4);

3) Video and multimedia product including television displays and computer equipment with display circuitry that receives, decodes and displays broadcasts, cable, videotape and DVD signals (See Appendix Form 8.5);

4) Telecommunications products (See Appendix Form 8.6);

5) Self-contained, closed products that have embedded software and include, but are not limited to Information kiosks, information transaction Machines, copiers, printers, calculators and fax machines (See Appendix Form 8.7); and/or

6) Desktop and portable computers (See Appendix Form 8.8).

If the acquisition is not E&IT or is E&IT, but is below the formal competitive bid threshold of $15,000, the Accessibility Standards DO NOT APPLY.  Continue following normal purchasing procedures as detailed in CSU’s Policy Manual for Contracts and Procurement. 

5.   Exemptions
E&IT products and services must meet the applicable accessibility standards unless one of the following exceptions applies.  If a department/division determines that compliance with any provision of the accessibility standards is exempt, the E&IT Exemption Request Form (See Appendix Form 8.8) must be completed and submitted along with the ITS Procurement Approval Form (See Appendix Form 8.1) to Information Technology Services.  Each exemption will be reviewed on a case-by-case basis by the E&IT Compliance Team.  
1) The EIT procurement for products to be acquired by a contractor incidental to a contract is exempt. Example, the vendor buys software in order to develop a website for CSU.  The software used by the vendor to develop the website does not have to conform to the accessibility standards.  However, the website is required to conform to the standards since the website is the purpose of the contract.
2) Back Office - This EIT procurement is for products located in spaces frequented only by service personnel for maintenance, repair, or occasional monitoring.  These products reside in either a telecommunication closet or data center.  The products do not interact with people except when maintenance is required.
3) Commercially Non-Available – At the time of procurement a product that meets all the functional specifications does not have features to meet all the appropriate 508 standards.  In some cases, the vendor’s product may comply with some, but not all the standards.  If that vendor has the most compliant product, then the standards that the vendor cannot comply with are considered commercially non-available.

4) Sole Brand – Only one product meets the functional specifications required.  A completed and approved Sole Brand Request with an E&IT form shall be exempt from Section 508 requirements.

5) Service and maintenance agreements for technical support of hardware.
6) Future incorporation of 580 standards – If a product does not meet 508 standards, the vendor may submit a statement explaining past complaints, workarounds, and plans (with implementation timeframes) to incorporate accessibility.  

7) Fundamental Alteration – The campus is not required to make changes in the fundamental characteristics of a product to comply with Section 508 accessibility standards.  This does not apply to cosmetic or aesthetic changes.  One example of fundamental alteration is pocket-size pagers.  Adding a larger display to a small pager may fundamentally alter the devise by significantly changing its size to such an extent that it on longer meets the purpose for which it was intended.  
8) Undue Burden – The acquisition of the accessible products would cause significant difficulty or expense to the entire California State University system.  The President shall have the final authority to approve or disapprove the undue burden request. 
6.   Procedures
Departments/Grants
a) Department/grant will establish the functional requirements for the product.

b) Department/grant will determine if the item or service falls within one of the six categories listed in Section 4.
c) If the purchase falls within one of the six categories, the department/grant PI must conduct market research and product evaluation for best price and Section 508 compliance with assistance, as needed, from the College/Division Information Technology Consultant and/or E&IT Consultant.  
d) The department/grant PI must request that the vendor provide a completed Vendor Evaluation Checklist or Voluntary Product Evaluation Template (VPAT) for the appropriate Section 508 Criteria.  For example if the item being purchased is a software application, the vendor is required to complete the information required on Form 508asos for Software Applications and Operating Systems, 

or

The department/grant PI may check the ATI E & IT Procurement web site for products with pre-approved Vendor Evaluation Checklist or VPATs on file with the University.  The web site is located at www.calstatela.edu/eit.  (Note that the Vendor Evaluation Checklists and VPATs are specific to make and model versions so updated Vendor Evaluation Checklists and VPATs may have to be requested if the product is upgraded or changed.  The department shall attach a copy of the Vendor Evaluation Checklist or VPAT to the procurement package.)  
If a VPAT is not available or the product does not meet section 508 standards, the vendor must provide written statements to answers to the following questions.

· What has your company done to evaluate the accessibility of your product?

· Do you know of any problems or received any complaints regarding the accessibility of your product?

· If you know of accessibility products, what workarounds have you identified or would you recommend?

· What is your company planning in the next year to incorporate accessibility into the product?

Department/grant PI must attach the vendor response to the above questions to the E&IT Exemption Request form.

e) The department/grant PI shall prepare the standard a Purchase and Campus Stores Requisition (Form 42), ITS Procurement Approval, and E & IT Procurement Approval form.
f) Department/grant PI with assistance, as needed, from the Information Technology Consultant and/or E&IT Consultant shall evaluate products to determine the degree of compliance with Section 508 requirements and identify the one that best meets the functional requirements.

g) If the E & IT purchase falls under one of the Exceptions listed in Section 5, the department/grant shall complete the E & IT Exemption Request Form.  

h) Completed procurement package consisting of the Purchase and Campus Store Requisition, ITS Procurement Approval form, E & IT Procurement Approval form, Vendor Evaluation Checklist or VPAT, E&IT Exemption Request Form (if applicable) and any other supporting documents provided by the vendor is reviewed and approved by the division’s Information Technology Consultant (ITC).   
i) The procurement package is submitted to the Division of Information Technology Services for review.
Information Technology Services (ITS)
a) E&IT Compliance Consultant will review each ITS Procurement Approval and E & IT Procurement Approval form.
b) E&IT Compliance Consultant will review the Vendor Evaluation Checklist or VPAT and may conduct product tests to validate vendor claims if necessary.  Department will be notified if testing is required since this will delay the procurement process.

c) The E&IT Compliance Team will review exemption requests and recommend approval or denial to the Vice President of Information Technology Services.
d) Indicate approval by signing and dating E & IT Procurement Approval Form or if denied, return the procurement package to the department with an explanation for denial.
Purchasing Office
Formal Bid for E&IT products that have been previously purchased.
a) Check for approved ITS Procurement Approval and E&IT Procurement Approval Forms.  If the forms are not attached to the procurement package, it shall be returned  to the department/grant PI.
b) If the paperwork is complete, the requirement shall be bid per procedure (Over $50,000 is a formal sealed bid).
c) The bid package without the Vendor Evaluation Checklist shall be sent to interested vendors.  (Note the Vendor Evaluation Checklist is completed for product prior to submission to the Purchasing Office.)
d) Bid is awarded to vendor that submitted the lowest priced bid. 
Formal Bid for new E&IT product 
a) Check for approved ITS Procurement Approval.  If the forms are not attached to the procurement package, it will be returned back to the department/grant PI.

b) The procurement is bid per procedure (Over $50,000 is a formal sealed bid).
c) The bid package complete with Vendor Evaluation Checklist shall be sent to interested vendors.
d) Evaluation of Vendor Evaluation Checklist or VPAT: Upon receipt of the bid proposals, Procurement shall forward a copy of Vendor Evaluation Checklist or VPAT along with a copy of the E&IT Procurement Approval Form for approval.  ITS shall review the submission and approve or deny.  The E&IT Procurement Approval Form and Vendor Evaluation Checklist or VPAT shall be returned to Procurement.  If acceptable, Procurement shall proceed with the award.  If the Vendor Evaluation Checklist or VPAT is unacceptable, ITS shall provide reasons, and suggestions as to how to correct.  At Procurement’s discretion, the decision shall be made whether to proceed with the contract, return it to the requestor, repair it, etc.  If returned to the Requestor, there will be three options: cancel the buy; work with supplier to acquire an acceptable Vendor Evaluation Checklist or VPAT; or request an exemption if applicable.   Procurement shall retain a copy of the procurement history file until the matter is resolved or six months, whichever occurs first.
e) Once the E & IT Procurement Approval Forms are approved, Procurement shall complete the procurement in accordance with Procurement procedures.   Note that copies of VPAT and ITS approval forms shall be included in the procurement file.
f) Evaluation of Bids:  Unless otherwise exempted, bids for goods subject to Section 508 accessibility standards must be evaluated for compliance.  Award must be made to the vendor that submitted the lowest priced responsive bid that also meets or exceeds the acceptable level of Section 508 compliance as defined by campus authority for Section 508 compliance.

In the event that more than one bid is determined to be the lowest priced responsive bid, then award must be made to the vendor submitting the bid that best meets, in Procurement’s opinion, Section 508 accessibility standards.

In the event that none of the bids submitted meet Section 508 accessibility standards, the market research efforts to procure an accessible product must be documented and award may be made to the lowest responsive and responsible bidder. 

7.0   Training

The ITCs should be trained every two years.  The general campus shall be trained as the opportunity presents itself.  Training shall be conducted as part of the credit card trainings held every two years and at the orientation of new employees.

8.0    Plan Effectivity Review

The policies of this document will be reviewed on an annual basis.


9.0   Appendix (located at website)
1. Electronic & Information Technology (E & IT) Procurement Approval Form
2. Vendor Evaluation Checklist – Desktop and Portable Computers

3. Vendor Evaluation Checklist – Software Applications and Operating Systems

4. Vendor Evaluation Checklist – Web-based Intranet and Internet Information and Applications

5. Vendor Evaluation Checklist – Video and Multimedia Products

6. Vendor Evaluation Checklist – Telecommunications Products
7. Vendor Evaluation Checklist – Self-Contained, Closed Products

8. Electronic & Information Technology (E & IT) Exemption Request Form
