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	Title

	
	Need Valid?



	
	Description


	
	The need for the asset is validated against the organization’s business objectives and the function of the end user.  It is the responsibility of the Acquisition Manger to determine if the request is valid, if the request needs modification in order to be valid, or if the request is to be denied.



	Inputs

	An asset request form completed by the requestor and signed off by his or her manager.


	Outputs

	An approved asset request form.  

Non-standard asset requests also have a justification document.
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	Title

	
	Redeploy?



	
	Description


	
	Is the requested asset available in the organization’s inventory?  The Asset Manager compares the requirements against available inventory.  Assets within the inventory that match the criteria for the requested asset are examined for compatibility.  An asset matching the criteria is selected and readied for deployment.


	Inputs

	An approved asset request form from the business organization and the IT organization.  The request has been approved, but not the purchase of the asset at this point.  The form must contain enough information to acquire the asset from a vendor.


	Outputs

	The decision to deploy the asset from inventory or source the asset from a vendor.



	[image: image4.jpg]Perceived Need -
Start Acaquisition

Identify Vendor

Estimate Cost

Roquest Rejocted




	Title

	
	Standard?



	
	Description


	
	Request for a Standard Asset 

The requested asset is on the organization’s IT standard asset list.  While the approval for such an item is often pre-approved, the asset may require additional IT infrastructure support.

Request for a Non-Standard Asset

A request is made for an asset that is not part of the organization’s pre-approved IT asset list.  The Acquisition Manager works with the requestor, his or her department manager, the Financial Manager, IT Deployment Manager, IT Standards Manager and Security Manager to determine if the request is to be approved.


	Inputs

	The asset request form and the list of standard asset items as appropriate for the requestor.


	Outputs

	For a standard item, the process to expedite the request is started.

For a non-standard item, the justification process begins.
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	Title

	
	Identify Vendor



	
	Description


	
	The vendor(s) are identified through research and the use of either a formal or informal RFI.

An informal RFI may simply be an email to a vendor requesting information.  A formal RFI normally contains more formality information similar to a formal business letter.  Both types of RFI contain the same asset information.


	Inputs

	A completed and accurate description of the asset to be acquired.  The more accurate the specifications, the more efficient the RFI process.  

List of organization’s approved/registered vendors.


	Outputs

	A list of vendors capable of supplying the asset.  (The price of the asset is not requested or established at this point)
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	Title

	
	Evaluation



	
	Description


	
	If the compatibility of the asset within the environment is unknown or needs to be measured, benchmark tests are conducted to verify and validate the impact on the IT infrastructure.  Benchmarking includes training requirements for support personnel (including help desk), network configuration, performance, impact on related resources and ease of asset management.


	Inputs

	A list of vendors to source the asset.
A complete list of requirements for the asset and criteria for evaluating the asset’s performance against the requirements.


	Outputs

	An evaluation of the asset and the vendor offerings including a recommendation of which vendor to source the asset.
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	Title

	
	Estimate Cost



	
	Description


	
	An RFB, RFP or RFQ is submitted to the list of vendors.

This is the time when the Total Cost of Ownership (TCO) is calculated.  The TCO not only includes the initial price of the asset but also immediate and ongoing costs such training and support.


	Inputs

	A list of vendors who are suppliers of the asset.



	Outputs

	A price quote for the asset from one or more vendors in the form of a response to the RFB, RFP or RFQ. 

For vendors not already registered as vendors, completed registrations.

A TCO calculation.
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	Title

	
	Approved?



	
	Description


	
	The complexity of the approval process concerning the requested asset is based largely on the calculated TCO.


	Inputs

	One or more quotes from vendors who responded to an RFB, RFP or RFQ.



	Outputs

	Either the acquisition of the asset is approved or denied.
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	Title

	
	Negotiations Successful?



	
	Description


	
	The terms and conditions, maintenance, support and price are negotiated with one or more vendors.  The primary objective of the negotiation is to obtain the greatest value (not necessarily lowest price) for the asset.


	Inputs

	Inputs from the selected vendor(s) chosen to source the asset based on best fit for the organization’s business objectives and compatibility with the IT environment.


	Outputs

	(1) A vendor is awarded the contract, or (2) negotiations failed to reach a positive outcome for the organization in which case the request for the asset is rejected. 
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	Title

	
	Issue PO



	
	Description


	
	A purchase order is issued to the vendor.



	Inputs

	An approved contract between the vendor and the organization.



	Outputs

	The purchase order is sent to the vendor.
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	Title

	
	Approved?



	
	Description


	
	The asset requested has been identified as one that can be redeployed from organizational inventory.  The final approval for asset redeployment is proposed.



	Inputs

	The asset request form and inventory control information.


	Outputs

	The redeployment of the asset is approved or denied. 
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	Title

	
	Approved?



	
	Description


	
	The asset requested is a standard item but is not available in the organization’s inventory.  This approval allows for the purchase of the asset from an outside source.



	Inputs

	Asset request form and specifications for the sourced asset including all costs (i.e. asset cost, shipping, tax, chargeback, service cost, etc.)



	Outputs

	Either the acquisition of the asset is approved or denied.
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	Title

	
	Request Rejected



	
	Description


	
	The request for the asset is rejected due to one of the following reasons:
· The ROI is insufficient

· The TCO is too great 
The requesting party is notified in writing that the request is rejected and the reason for the rejection. 


	Inputs

	The reason or reasons for rejecting the request.


	Outputs

	The reason for the rejection is communicated to the requesting party.
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	Title

	
	Place Order



	
	Description


	
	The request for a standard asset is approved.  The sourcing procedure for the item is well known, and executed as soon as possible.  This process is automated with little or no human intervention.


	Inputs

	Asset request form and appropriate approvals.


	Outputs

	Accounting is notified of the approval for purchase as well as the requestor.

The asset identification group is notified automatically with the approval of the request.
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	Title

	
	Request Rejected



	
	Description


	
	The request for the asset is rejected due to one of the following reasons:
· The request did not meet the organization’s objectives

· The ROI is insufficient

· The TCO is too great 

· Funds are not available

· Negotiations with the vendor(s) failed to result in acceptable value for the organization

The requesting party is notified in writing that the request is rejected and the reason for the rejection. Any vendors whom may have been contact and provided quotes are notified of the rejection for the purpose of maintaining good vendor relations.



	Inputs

	The reason or reasons for rejecting the request.


	Outputs

	The reason for the rejection is communicated to the all parties.
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	Title

	
	Deploy Asset



	
	Description


	
	The requested asset is in the organization’s inventory.  It is determined that this asset will fill the identified need and is redeployable.


	Inputs

	The ID of the asset to be redeployed, with information where it is to be deployed.


	Outputs

	The asset is redeployed (help desk incident) and the asset repository is updated to reflect the change in inventory. 

The ownership repository is updated to reflect the changes.

Financial history of the asset is updated to indicate its reuse.
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	Title

	
	Go to Asset Identification KPA



	
	Description


	
	The acquisition phase is now complete.  An asset has been purchased and is scheduled to arrive.  The next phase of this asset’s existence is detailed in the Asset Identification KPA.


	Inputs

	All information associated with the ordered asset including but not limited to:

· PO number

· Vendor name, location and contact

· Shipping information including method, estimated delivery date and tracking information

· Receiver’s name

· Contracts



	Outputs

	All information detailed in the inputs section shown above are packaged and delivered to the Asset ID Manager along with the contact for the lead in the acquisition process for the asset.  Preferably this is done electronically through workflow automation.  The purpose for delivering all information is to have the information tagged with the asset’s ID once it is assigned in the asset identification KPA.
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