
CONFIDENTIAL

New Software Request 
Process

V1.1



CONFIDENTIAL

New Software Request – “Sizing” Criteria (1)

# of users (Initial + fully deployed)

Contains sensitive information (PI/PHI) 

Annual Cost

SSO integration required (11 or more users)

App Admin role/login required to manage

IT Architecture 
Committee

IT Governance 
Committee

C
ri

te
ri

a

Category 2 (MED)
IT Architecture 

Committee Approval

Category 3 (LRG)
IT Steering 

Committee Approval

ITS & Data Trustee 
Approval

50 or less
2 or more Departments

50 or more
2 or more Departments

Yes

Between $5k – 50k

Yes

Yes

Yes

Over $50k

Yes

Yes

10 or less
1 Department

No

Under $5k

No

No

-Approval granted at Step 4 - - Approval granted at Step 5 -

Category 1 (SM)
ITS & Data Trustee 

Approval

- Approval granted at Step 3 -
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New Software Request – “Sizing” Criteria (2)

Effort Required to Implement?

Academic Curriculum or Student Image 
Impact?  

IT Architecture 
Committee

IT Governance 
Committee

C
ri

te
ri

a

Category 2 (MED)
IT Architecture 

Committee Approval

Category 3 (LRG)
IT Steering 

Committee Approval

ITS & Data Trustee 
Approval

Minor Project
(greater than 5 days total FTE 

work)

Major Project Required

Yes
+ Dean & Academic Technology 
Working Group Approval Req’d

Yes
+ Dean & Academic Technology 
Working Group Approval Req’d

Minimal
(less than 5 days total FTE  

work)

None

-Approval granted at Step 4 - - Approval granted at Step 5 -

Category 1 (SM)
ITS & Data Trustee 

Approval

- Approval granted at Step 3 -
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A. Formulate recommended solution 
proposal.

B. Determine category/size and 
approval level.

I. By ITS and Data Trustee
II. By IT Architecture 

Committee
III. By IT Governance 

Committee

C. Security review and completion of 
HECVAT for recommended solution 
either at Analysis phase (3) or 
Procurement phase (6).

D. Finalize the report including options, 
costs, and recommended solution. 

E. Seek ITS Management & Data 
Trustee (SMT member) approval.

F. For Category 2 & 3: Add the request 
to the next IT Architecture 
Committee Agenda. Category 1 can 
proceed to Procurement stage.

G. Any unapproved requests are 
communicated back to the requester.

IT Architecture

Committee Review

IT Governance Steering

Committee Review

Initiate Software

Procurement Process
Analysis & Review

A. Approved Requester sends a 
new software request using 
the predefined form in Team 
Dynamix (TDX).

3 4 5 6

A. Review of the initial request 
form.

B. Review current approved 
software list (do we have this 
service or a similar service 
available now?).

C. Explore potential solution(s) if 
deemed there are no viable 
service options in the current 
approved software list.

D. Develop Business Case.

A. Review the Business Case & 
Proposal.

B. For software that impacts 
curriculum or the student image 
review with Academic Technology 
Working Group and requires 
approval of the Dean if school 
specific.

C. Submit the report including 
options, costs, and recommended 
solution for endorsement by the IT 
Architecture Committee.

D. Category 2 request and proceed to 
Procurement stage.
 

E. For Category 3: Add the request to 
the next IT Governance Committee 
Agenda. 

F. Any unapproved requests are 
communicated back to the 
Requester.

Requester/ITS Team Requestor/ITS Team ITS Team/Data Trustee IT Architecture Committee IT Governance Committee ITS Team/Procurement Team

Software Request Initial Assessment

1 2

A. Review the Business Case & 
Proposal.

B. Submit the report including 
options, costs, and recommended 
solution for endorsement by the IT 
Governance Steering Committee.

C. Approved requests proceed to 
procurement stage.

D. Any unapproved requests are 
communicated back to the 
Requester.

A. Review of all documentation is 
completed.

B. Standard purchasing protocols 
employed:
I. Contract negotiation.

II. Contract, agreements, 
and legal review.

III. Signoff of the contract, 
agreements and 
documentation.

Request Process
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IT Architecture

Committee Review

IT Governance

Committee Review

Initiate Software

Procurement Process
Analysis & Review

Requester/ITS Team ITS Team ITS  & Data Trustee 
Committe

IT Architecture 
Committee

IT Governance 
Committee

ITS Team/Procurement 
Team

Software Request Initial Assessment

Category 1
2-4 weeks

Category 2
4-8 weeks

Category 3
8-16 weeks

3 4 5 61 2

Software implementation period is not included in the timeline

Request Process Flow
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1. Approval Matrix

2. Point on Contacts:

o EAS : Matt Villeneuve, Arsalan Tariq, Adam Woodhouse

o Security: Derrick Davidson 

o DIG : Todd Lemay, Jason Meddings

o Leadership: Paul Marchant, Sherry Gosselin

Category  1(SM) Category  2 (MED) Category 3 (LRG)

IT Governance Steering Co.

IT Architecture Committee.

ITS Mgt + Data Trustee

Business Rules
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