Submitting a Form for Strategic Sourcing

Go to myit.creighton.edu

IT will bring up the screen below after you log on with your NETID@creighton.edu
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Click on the I Need Something on the top Banner or on the I Need Something Box
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Then you will click on Strategic Sourcing and it will bring up their options
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On this screen you will select one of the form you are wanting to submit.
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Hover over your specific request box and select submit a ticket
[bookmark: _GoBack]
[image: ]

Fill out the Form and then select OK and it will send it over to Strategic Sourcing. 
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Comments / Instructions
Criteria for Basic Quote

© Less complex projects where price quote is the primary need

Basic Quote Timeline

1 week tumaround time on basic quotes

Criteria for RFP

RFP Timeline
Criteria other than price are to be considered
Bidder qualifications are important
Complex specifications / scope of work

Discussions or presentations from bidders may be required

RFP draft time = 3 weeks
Vendor tumaround time for RFP's = additional 2 weeks

RFP Analysis = additional 1 week

Contract negotiation, legal review and signature phase = additional 3 weeks minimum
Total time estimate from RFP to contract signing = 9 weeks

Timelines can vary based upon current demand for service

Is this a furniture purchase? *

Is this a grant Purchase? © Yes

Are you requesting R





