How to Avoid Delays in the Procurement Approval Process
Here are some helpful hints to help minimize or eliminate delays in the processing of procurement requests submitted to NJ OIT. 


All requests for procurement must include the "IT Procurement Approval Request" form, which is available from the "Procurement and Vendor Data" page on the New Jersey IT Site web site found at:   http://www.state.nj.us/it/pvd/    
This form is critical to the approval process. It must be complete and accurate and included in your procurement package. 

· Always use the most current version of the form on the website. 
· We recommend that agencies perform a formal quality review of the form's completeness and accuracy before it is sent to NJ OIT. 

· Two of the most important sections of the form are those entitled “Procurement Information” and "Relate Procurement to IT Tactical Plans". 

· The Procurement Information must be complete and accurate. Standard, traditional, or often repeated justification language is discouraged.  Language that reveals and quantifies business advantages and impacts is encouraged. 

· The Tactical Plan information detailed on the form must totally (exactly) align with the Tactical Plan on file at NJ OIT.  If the request does not fully align, an updated Tactical Plan must be submitted with the procurement request package.  Discrepancies between the request and the Tactical Plan (on file or newly submitted) will delay the process.

· The form must be signed by the Agency IT Director. 
· Procurement dollar amounts on the form should accurately reflect attached procurement documents (POs, waivers, etc.).

For IT training requests, regardless of cost, the “OIT Authorization of Agency Training” form must also be completed and included in the submitted package.  Submit only one form per class, which includes all attendees.  This form can be found at:   http://www.nj.gov/it/pvd/authorization_agency_training.dot .  The package must also include a course description.

Adequate time must be allowed for processing procurement requests.  “Emergency” requests are discouraged, especially at the end of a calendar or fiscal year.   Agencies should maintain a calendar of annual purchasing events (e.g., software license/hardware maintenance renewal, federal/grant funding deadlines) to facilitate early preparation of procurement submissions. 

For true emergencies, it is imperative that the reason for the emergency and the consequences of not approving the request within a specific timeframe be highlighted.  
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