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Purpose/Background:

Section 508 is a statutory section in the Federal Rehabilitation Act of 1973, which was strengthened in the Workforce Investment Act of 1998, and which came into effect in 2001.  Under this section, Federal agencies must give disabled employees and members of the public access to information that is comparable to the access available to others.
This procedure is intended to provide Sonoma State University staff and faculty with guidance in the procurement of accessible E&IT goods and services as required by CSU Executive Order 926 – The CSU Board of Trustees Policy on Disability Support and Accommodations.    

CSU policy and Federal and State laws require all electronic and information technology (E&IT) products and services used by the campus must be accessible to everyone, including persons with disabilities.  E&IT products and services include software applications and operating systems, web-based information and applications, desktop and portable computers and hardware, video and multimedia products and services, telecommunication products, printers, copiers, and kiosks, etc. In other words, if it is electronic, fits into one of the above categories, has a display and/or keypad that students, faculty, staff and the public interact with, and is used to create, convert, send, receive or duplicate any sort of data or information, then it is E&IT.

Definitions:

E&IT – Electronic and Information Technology

Accessibility Requirements – The requirements contained in California Government Code Sec. 11135, adopting Section 508 of the 1973 Federal Rehabilitation Act, as amended in 1998.
E&IT Procurement Checklist – SSU standard form used to describe the product or service purchase need and evaluate accessibility compliance.
Exemption –Section 508 allows for seven approved exemptions: Net Cost Increase, Commercial Non-Availability, Sole Brand, Back Office, Fundamental Alteration, Undue Burden and Other Exemptions.
VPAT - Voluntary Product Accessibility Template form – Form completed by Vendors to document the extent to which their product conforms with Section 508 accessibility standards. 
Originating Department Requestor – The department individual approving the acquisition of authorized E&IT product or service, or designee.
Accessible E&IT Technical Reviewer - The IT department designee completing the E&IT procurement technical review for accessibility compliance or exemption according to Section 508 requirements.
Accessible E&IT Compliance Officer - The campus Chief Information Officer approving reviewed E&IT procurement requests for accessibility compliance or exemption according to Section 508 requirements.
Contracts and Procurement Office Assigned Buyer - Assigned Buyer processing Accessible E&IT Compliance Officer approved E&IT procurements.
Applicability

All purchases of E&IT goods and services.
· Priority I – Web Accessibility (Administrative): At all dollar amounts
· Priority II – Instructional Materials Accessibility: At all dollar amounts
· Priority III – Accessible Electronic and Information Technology (E&IT) Procurement: Products or services valued at or above $15,000.00
Procedure:

Procurements Below the Formal Competitive Threshold
These E&IT procurements require the Requestor to perform market research with assistance, as needed, from the Accessible E&IT Technical Reviewer. The vendor will be required to submit VPAT documentation.  Once conforming E&IT products or services have been identified or an exemption has been approved by the Accessible E&IT Compliance Officer, the Requestor will submit the approved E&IT Procurement Checklist along with a requisition (EREQ) to Contracts and Procurement to complete the purchase in accordance with applicable procurement policies and procedures. 
Formal Competitive Procurements: 

In general, Section 508 standards constitute an additional set of requirements to be evaluated and will be considered among all other procurement requirements in reaching an award decision. All other requirements are still relevant and evaluated as well.  SSU will procure the commercial product that provides the greatest degree of compliance while satisfying other legal, policy and functional requirements.

E&IT procurements that are subject to formal competitive solicitation (Bid or RFP) through Financial Services Contracts and Procurement office will require the Requestor to conduct market research with assistance, as needed, from the Accessible E&IT Technical Reviewer, to ascertain the commercial availability of accessible products.  If conforming E&IT products and/or services have been identified, then the most accessible product may be designated as the reference brand in the bid documents.  If the market research results in a valid exemption, then the Requestor will submit the approved E&IT Procurement Checklist along with a requisition (EREQ), including complete specifications and a list of prospective bidders, to the Contracts and Procurement office. These submittals will be utilized by the Contracts and Procurement Office Assigned Buyer to develop the formal solicitation documents.
Additionally, the Requestor, Accessible E&IT Technical Reviewer, and assigned Buyer will determine the information that firms will be required to submit documenting the degree of compliance with Section 508 requirements and formulate evaluation criteria and its relative weighting that will be used to evaluate the responses.  All bidders will be required to submit VPAT documentation as part of their bid or RFP response which will be evaluated for Section 508 compliance by the E&IT Technical Reviewer and Compliance Officer. 
Contracts awarded as a result of a formal bid will be made based on the lowest responsible bidder meeting bid requirements.  Contracts awarded as a result of an RFP will be made to the highest ranking proposal based on the evaluation criteria identified in the RFP.

Responsibilities:

· Originating Department Requestor:  

· Determine the requirements of the requested product or service.

· Look for sources that can supply the requirement.

· Talk with the Accessible E&IT Campus Technical Reviewer to find out which accessibility requirements apply.

· Submit completed E&IT Procurement Checklist to Accessible E&IT Campus Technical Reviewer.

· If the contractor has not already produced a Voluntary Product Accessibility Template form (VPAT), provide VPAT processing instructions to the contractor.

· Review the contractor’s VPAT with the Accessible E&IT Campus Technical Reviewer, and obtain E&IT Procurement Checklist approval, or exemption approval, as appropriate.

· Department authorized approver forwards the completed EREQ, the approved E&IT Procurement Checklist, and a copy of the approved VPAT to the assigned Buyer in Contracts and Procurement.

· If the purchase is given an exemption, contact campus Employee Relations and Compliance Manager and/or Disabilities Services for Students office to assist in providing alternative access, if necessary.

· Accessible E&IT Technical Reviewer:

· Help Requester review and evaluate vendor-submitted VPAT; provide assistance to the vendor in completing the VPAT technical details as needed.
· Review the E&IT Procurement Checklist and associated documentation; coordinate with others for input; make recommendations, including recommending approval of requests for exemption.

· Assist Requestor in the review of E&IT Section 508 compliance documentation as needed.

· Refer the Requester to the appropriate campus offices for assistance in providing alternative access.

· Prepare training materials and coordinate with assigned Buyer in Contracts and Procurement to conduct campus-wide Accessible E&IT Procurement training sessions. 

· Work closely with the campus-wide Accessible E&IT steering committee, coordinating communication and overall training efforts related to Accessible E&IT Procurement.

· Serve on E&IT formal bid or RFP competitive solicitations evaluation committee to perform technical 508 compliance evaluation of bid responses. 

· Serve as technical advisor on Section 508 matters.

· Accessible E&IT Compliance Officer:
· Review and approve all E&IT Procurement Checklist department submittals  for compliance with accessibility requirements.
· Provide written justification for all exceptions and waivers to accessibility requirements.
· Reject non-compliant purchase E&IT Procurement Checklist requests as appropriate.

· Review competitive solicitation responses for technical 508 compliance and approval. 

· Address alternative accessibility issues with key areas such as Disability Services for Students and Employee Relations and Compliance prior to approving an exemption.

· Contracts and Procurement Office Assigned Buyer:

· Inform the Requester of campus procurement procedures, including accessibility requirements and direct them to the E&IT Technical Reviewer for information and assistance.
· Provide accessibility requirements in all formal E&IT competitive solicitations, including the evaluation criteria, if applicable.
· Consider only vendors for the purchase who have complied with the accessibility requirements unless an approved exemption has been granted. 

· Purchase E&IT products and services according to State, CSU and campus policies and procedures.

· Ensure that accessibility requirements are contained in contracts awarded when applicable, unless an approved exemption has been granted.
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