
Review license 
for compliance 
with library and 

university 
guidelines

License 
complies with 
guidelines?

Makes revisions 
to bring license 
into compliance

No
Revisions 

require other 
aid/review?

Consult with 
relevant parties 

to complete draft 
license

Yes

Present vendor 
with NCSU 

approved license 
draft

Vendor agrees 
to any and all 

revisions?

Conduct 
negotiation with 
vendor to create 

mutually 
agreeable terms

Negotiation 
requires aid or 

review by 
admin?

Consult with 
admin to 
complete 

negotiations

Negotiations 
successful?

Contract 
advisory 
requried?

Send email to AD 
for licensing, 

detailing need/
reasons for 

contract advisory

AD writes 
contract advisory 

memo

Contract 
advisory signed 

by AD and library 
director

Send license and 
contract advisory 
(if one exists)  to 

university 
purchasing

No

File copy of 
license in 
Rotofile

Yes

Yes

Yes Yes

No

Further 
negotiation 
required?

Notify CM & 
staff member

No

Return signed 
license to vendor 

for 
countersignature

Return contract 
advisory to 

license 
negotiator

License 
signed?

Return signed 
copy to license 

negotiator

Negotiation 
requires aid 

from 
university 

legal council?

Aid facilitated by 
Copyright and 

Digital 
Scholarship 

Director

Yes

No

Yes

No

No

No

No

Claim license
License team 

request

Notify staff 
member

All Units: License negotiation Key

ER 
Librarian

Unit Head

Purchasing 
staff

Admin 
staff

Yes

Yes

Perform needed 
follow up until 

signature 
obtained

No

Map (as needed) 
& upload signed 

license to E-
Matrix

Restricted 
resource?

No

Configured in 
Ezproxy?

Yes

Restrict resource 
in EZadmin

Yes No

Configure & 
restrict resource 

in EZadmin

Notify staff 
member of 
contract #

Receive 
countersigned 
license & send 

copy to 
Purchasing
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