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Software Request Form Instructions:
The Software Request form is intended to be used solely by University departments that are requesting to use software within the scope of their employment with the University.
Submission of this form does not constitute automatic authorization to purchase, download or proceed with using the software. 
Throughout this form, the word "Software" will be used to mean any type of software or software-as-a-service, whether cloud-based or on-premise, whether or not there is any cost to the University associated with obtaining and/or using the software.
This form contains logic, and based on answers provided, not all questions will be presented.  Questions presented are required to be completed. 
Before submitting save a copy for your records. 
Note: You are required to obtain terms and conditions or written contract terms (e.g., software license agreement, 
end user license agreement, terms of use, terms of service, etc.) from the supplier prior to completing this form.
In addition, supplier contact information is required. 
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If you have any questions while completing this form, please email urbanapurchasing@uillinois.edu.
If you have any additional questions, email uicpurchasing@uillinois.edu
If you have any additional questions, email uispurchasing@uillinois.edu
If you have any additional questions, email procurement@uillinois.edu
Be aware that the contract review process may take some time, as there may be multiple University departments involved in the process of this contract. 
Department Contact Information
Will you be the primary contact for questions about this software?
Primary Contact Information
Is the software being purchased from?
Manufacturer Information (generic email addresses, such as @sales or info@ are not acceptable.  Do not enter link to "contact us" page.)
Reseller Information (generic email addresses, such as @sales or info@ are not acceptable.  Do not enter link to "contact us" page.)
Will the software be loaded/hosted on 
Will the vendor access the software remotely for updates and maintenance? 
Can end users access the software remotely?
How will the software be purchased or obtained? 
No Cost/No Funds &  additional documentation requires signature(s):  If there is additional documentation, agreement or terms and conditions, and there is no cost to the University, submit a No Funds contract request in Contracts+.  Attach this completed form and any additional document that requires review. 
How  is the software priced?
The University does not allow auto renewals.
Is this Software intended for University use within the scope of University employment? This includes software that will be used for a class.
What is the anticipated number of users for this software?
Data Privacy (GDPR, PIPL, HIPAA, FERPA)
 
You will need to work with the end user to obtain answers to the following questions.
Will this software be used in a classroom or student laboratory? 
Is this software required by an instructor for classes/coursework?
Who will use this software? (Check all that apply)
Will any of the following information be provided to the supplier by either University employees or students to set up access to the software or in using the software?  (Check all that apply)
Will this software be capable of recording either video or audio? 
Is this Software intended to store/maintain/process data for individuals physically located in the European Economic Area (EEA) or the United Kingdom (UK)? 
Does the software receive, create, maintain, or transmit electronically Protected Health Information (PHI)?
Is this software intended to store/maintain/process data for individuals physically located in the People’s Republic of China?
Does the software receive, create, maintain or transmit personally identifiable information (PII)?
Does the software receive, create, maintain or transmit high risk data? (Ex. Social Security Numbers (SSN), genetic information, biometric information, etc.)?
Does the software implement or use artificial intelligence (AI), machine learning(ML), chatbot or other capabilities?
If this is a purchase of Generative AI, complete the Generative AI Risk Awareness and Acknowledgement Form and email to digitalrisk@uillinois.edu.  For questions regarding the form, contact digitalrisk@uillinois.edu. 
Have you completed a Lightweight Risk Assessment (LRA)?
Please complete the Lightweight Risk Assessment.  
Export Control
Does the Supplier expressly identify the Software or related support documentation as controlled under U.S. or foreign export laws or regulations?
Will the Software, support documentation, and/or associated data files be installed or reside on any portable electronic device(s), such as a laptop or tablet computer, which will be taken on trips outside of the United States?
Accessibility
The University of Illinois is committed to ensuring equal access to information, programs, and activities for all its constituents  through its use of Information and Communications Technology (ICT) (information technologies, web pages, web-based applications, operating system-based applications, and related electronic information) to provide online instructional content, services, programs, activities, and resources.  The university is required to procure and utilized accessible ICT or the most accessible ICT available on the market that best meets the business need. If you have questions about digital accessibility evaluation, contact your unit's IT Accessibility Liaison or the ADA IT Coordinator. 
Has the accessibility of the Software (ICT product) been evaluated? 
Was the production found to be fully accessible? 
Do you have a copy of the evaluation report? (Note: A VPAT/ACR is not an evaluation report)
Request a copy of the accessibility evaluation and retain for your records.  If the product is not fully accessible, the evaluation report will be required in order to submit an accessibility exception request.  Contract your unit's IT Accessibility Liaison or the ADA IT Coordinator if you have difficulty obtaining a copy of the report. 
If not fully accessible, did you consider alternative ICT products?
If the ICT product is not fully accessible, document the business need and rationale for how this ICT best meets that business need and retain for your records. 
In most instances, ICT products that are not fully accessible must have an approved exception to be used.  Contact your unit's IT Accessibility Liaison or the ADA IT Coordinator for assistance with the accessibility exception process. 
For what purpose will this technology be used (check all that apply)?
What is the scope of use for this technology? 
Due to the scope of use, this procurement process cannot be completed until the software has either been verified to be fully accessible or has received an approved exception from the TARC.
Has the Software been reviewed by the Department Accessibility Liaison to determine if it meets University requirements?
Integration and Revenue Generation
Will any data be exchanged between this Software and any existing enterprise University Information Technology resources or systems (including but not limited to: Banner, iBuy or Learning Management System Canvas)?
Will this Software be capable of processing credit cards or PayPal/Venmo/Cash App, etc. transactions? (even if you do not intend to use it to process credit cards or PayPal transactions)
Do you intend to use this software to process credit cards or PayPal/Venmo/Cash App, etc. transactions?
Will the use of this Software collect funds or generate revenue for the University, regardless of how the University receives the payment (e.g., check, credit card, online ACH, or wire transfer etc.)?
Submit a contract request in Contracts+ a for Receivable, No Funds or Hybrid contract.
This Software requires review by the Purchasing and Contracts Management Office of the electronic software agreement.
Approvals
I, on behalf of my department, will ensure all authorized users are made aware of the Software agreement terms and conditions.
I, on behalf of my department, am recommending this Software purchase be accepted for review.
By checking the box below, I agree that the information provided on this Form is accurate and complete and that the Software will be used for the purposes set forth.
Thank you ‐ please see below for further action steps to finalize your request:
Purchase Order: If there is a cost to the University associated with your purchase and you are paying via purchase order, please submit a requisition in iBuy. Please upload to the requisition in the Internal Notes and Attachments section your completed Form and any additional documentation that may need review or is associated with your request (i.e., quote, agreement requiring signature(s), terms and conditions, license agreement, etc.). You will be notified when your request has been reviewed.
For Receivable, No Funds,  or Hybrid ,  upload this completed form and any additional documentation that may need review or is associated with this software to your contract request (i.e., terms and conditions, license agreement, etc.).  You will be notified when the contract request has been reviewed.
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