CSSI IT Hardware PC Goods Contract Exemption Process

Occasionally, a department will need to purchase computer equipment not available through the CSSI PC Goods State contract. When departments need a product type or configuration other than the State common configurations, they can request an exemption through the following process.
Departments seeking an exemption must justify their requests. Departments must first conduct a thorough analysis of whether goods and services available through the CSSI contract can meet their needs. They must then complete the “Justification for Purchasing Outside the CSSI State Contract” form.  The form must be approved and signed by:
· The Chief Information Officer of the requesting department. 

· The Procurement and Contracting Officer of the requesting department.
· The Director of the requesting department.
· The State Chief Information Officer.
All four signatures are required. After the approvals have been obtained, the form must be stored with the Purchase Order and other purchasing documents the department keeps for audit purposes. If the purchase estimate exceeds the requesting department’s delegated authority, the form must also be submitted to DGS/PD at the same time as the Purchase Estimate.
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