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Contract and Certificate of Completion generated by DocuSign to place in 
their file to indicate the supplemental approval of Legal.  

 
g. Purchasing will convert the purchase request (PR) into a purchase order 

(PO) and send it to the vendor for processing. 
 

2. Request for new Software 
 
a. Requestor identifies a need/requirement for purchase of new Software in 

their area. 
 

b. A request for Software will be initiated on the myUNG Purchasing site under 
the Request Software Approval link. The vendor’s Software contract must 
be attached to the Request. Requestor must complete all applicable fields 
on the Request for Software to streamline the process. 

 
c. The Request will automatically route to the SAM, who will send a copy of 

the Software contract to Legal for simultaneous review and to the Data 
Governance designee to begin the process of assigning a Data Steward. 
The Data Governance designee willrd
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Upon revision: 
Add Accessibility Check on Hardware/Software (Joanie requested) 
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