
EA Change/Exception Request Form

Commonwealth of Virginia

Email this form to: ea@vita.virginia.gov
	1. Requesting Agency Contact Information

	a. Requesting Agency:
	     

	b. Request Date:
	     

	c. Agency Contact Person:
	     

	d. Contact Person’s Title:
	     

	e. Contact Person’s Phone #(s):
	     

	f. Contact Person’s E-Mail:
	     


	2. Identify Specific Provision(s) of EA Related to this Request

	a. Document Type:
	 FORMCHECKBOX 
 Policy
 FORMCHECKBOX 
 Standard
 FORMCHECKBOX 
 Guideline
 FORMCHECKBOX 
 EA Report
 FORMCHECKBOX 
 Data Standard

	b. Document Name:
	     

	c. Requirement/Table #:
	     

	d. Date Action on Request Needed by:
	     


	3. Type of Request

	a.  FORMCHECKBOX 

	Temporary Exception Until:
	     

	b.  FORMCHECKBOX 

	Permanent Exception

	c.  FORMCHECKBOX 

	Include Proposed Technology Alternative in EA as: 
	 FORMCHECKBOX 
Transitional
 FORMCHECKBOX 
Emerging
 FORMCHECKBOX 
Strategic

	d.  FORMCHECKBOX 

	Approve Emerging Technology for pilot project

	e.  FORMCHECKBOX 

	Change language/definition in a Policy, Standard, Guideline, Data Standard or EA Report

	f.  FORMCHECKBOX 

	Research/review a selected EA related topic or technology

	g. Provide a short summary of the proposed addition, research, review, change or exception:
     


	4. Impacted Project/Initiative Description

	a. Project/Initiative Title:
	     

	b. Project Manager:
	     

	c. Project Manager Phone:
	     

	d. Project Manager E-Mail:
	     

	e. Project Dates:
	Start:      
End:      

	f. Production “roll-out" required date:
	     


	5. Justification for Exception Request

	a. Briefly describe the business reason(s) for requesting the exception:
     

	b. Identify any government or industry standards supporting the proposed request: 
     

	c. Briefly describe the technical reason(s) for requesting the exception:
     

	d. Briefly describe the proposed technology alternative:
     

	e. Provide a brief business case (cost benefits or effectiveness analysis) that supports the proposed technology alternative versus the provisions of the standard:
     


	6. Impact Assessment

	a. Briefly describe the impact on the agency's IT architecture, infrastructure and existing or planned systems should this exception request be approved.
     

	b. Briefly, describe the financial impacts of using the proposed technology alternative.  This should include Total Cost of Ownership (including upgrades, maintenance, support, training, etc.) over the estimated lifetime of proposed technology alternative.
     

	c. Briefly, describe the agency’s alternative(s) for initiative/project should this exception request be denied.
     

	d. In the event, this exception request is approved, describe the time frames for transitioning away from the non-conforming standard or products granted in this exception request and implementing conforming standards and/or products.
     

	e. Describe the impacts the proposed revision could have on those outside your agency (e.g. other agencies, vendors, local governments, businesses, citizens, etc.):
     


	7. Enterprise Architecture Analysis

	a. Analysis of Request:
     

	b. Recommended Action:
     

	c. Lead Enterprise Architect:
	     

	d. Analysis Completion Date:
	     


	8. Subject Matter Expert (SME) Analysis

	a. Review Comments/Analysis of Request:
     

	b. Recommended Action:
     

	c. SME:
	     

	d. Completion Date:
	     


	9. Additional SME Analysis (as needed)

	a. Review Comments/Analysis of Request:
     

	b. Recommended Action:
     

	c. SME:
	     

	d. Completion Date:
	     


	10. Chief Enterprise Architect Recommendation

	a. Recommended Action:
     

	b. Chief Enterprise Architect:
	     

	c. Recommendation Date:
	     


	11. Chief Information Officer

	a. Action Taken: 
	 FORMCHECKBOX 
Approved
 FORMCHECKBOX 
Denied
 FORMCHECKBOX 
Returned

	b. Comments:
     

	c. Chief Information Officer:
	     

	d. Chief Information Officer Signature:
	

	e. Date Signed:
	


Email this form to: ea@vita.virginia.gov
Intentionally Blank

Instructions for Completing Change/Exception Request
Depending on the type of request, different sections of the Change/Exception Request form must be completed as shown in the following chart:

	
	Form Sections

	Process Type
	Type of Request
	1
	2
	3
	4
	5
	6

	Exception
	Temporary exception 
	X
	X
	X
	X
	X
	X

	Exception
	Permanent exception
	X
	X
	X
	X
	X
	X

	Change
	Alternative technology proposal
	X
	X
	X
	
	
	

	Change
	Change language/definition in an EA artifact
	X
	X
	X
	
	
	

	Pilot
	Approve emerging technology for pilot
	X
	
	X
	
	
	

	Research
	Research/review topic or technology
	X
	
	X
	
	
	


The line-by-line instructions for completing the Enterprise Architecture Change/Exception Request form are as follows:

1. Requesting Agency Contact Information

a. Requesting Agency: Name of the agency or stakeholder organization submitting the request.  EA requirements/standards are applicable to all agencies including the administrative functions (does not include instructional or research functions) of institutions of higher education, unless exempted by language contained in a specific requirement/standard.

b.
Request Date: Date request was prepared.

c-f.
Agency Contact Person: Name, Title, Phone number, and email address of the primary contact person at the requesting agency.

2. Identify Specific Provision(s) of EA Related to this Request

a. Document Type: Indicate whether this change/exception request pertains to a Policy, Standard, Guideline, EA Report, or a Data Standard.  EA Report includes any Commonwealth of Virginia EA component architecture, domain, or topic report.
b. Document Name:  Name of the existing Policy, Standard, Guideline, EA Report, or Data Standard document this change/exception request pertains to.

c. Requirement/Table #:  If this change/exception pertains to an existing requirement or product standard table, provide the number.  E.g. an Information domain requirement number might be INF-R-04 or a Network product standard table number might be NET-S-02.  Otherwise, provide other identifiers to locate the change/exception area in the specified document (page number, line number, paragraph #, data standard ID, etc.)
d. Date Action or Request Needed by:  If there is a deadline or project milestone date by which action on this request must be taken, please enter it here.

3. Type of Request

a. Temporary Exception Until:  If this is an exception request and of a temporary nature, check this box and enter the date after which the exception will no longer be required.

b. Permanent Exception:  If this is a request for a permanent exception, check this box.

c. Include Proposed Technology Alternative in EA as: If this is a request to change an existing technology standards table by adding a proposed technology/product or moving a technology/product from one category to another, please indicate the proposed category for the technology/product alternative from the following: 
Strategic: This technology is considered a strategic component of the Commonwealth’s Enterprise Architecture.  Strategic technologies define the desired “to-be” state of the Commonwealth.  The decision to deploy a Strategic technology is a business decision that is made by the agencies or vendors that provide the services needed to deploy, maintain and/or support that technology and the customer agencies.  Input from the operational and customer reviews should also be included when creating implementation plans for new or updated Strategic technologies.
Emerging: This technology requires additional evaluation in government and university settings. This technology may be used for evaluative or pilot testing deployments or in a higher education research environment. Any use, deployment or procurement of this technology beyond higher education research environments requires an approved Commonwealth Enterprise Architecture Exception. The results of an evaluation or pilot test deployment should be submitted to VITA’s Policy, Practice and Architecture Division for consideration in the next review of the Enterprise Architecture for that technology.

Transitional/Contained: This technology is not consistent with the Commonwealth’s Enterprise Architecture strategic direction. Agencies may use this technology only as a transitional strategy for moving to a strategic technology. Agencies currently using this technology should migrate to a strategic technology as soon as practical. A migration or replacement plan should be included as part of the Agency’s IT Strategic Plan. New deployments or procurements of this technology require an approved Commonwealth Enterprise Architecture Exception.
Obsolescent/Rejected: This technology may be waning in use and support, and/or has been evaluated and found not to meet current Commonwealth Enterprise Architecture needs. Agencies shall not make any procurements or additional deployments of this technology. Agencies currently using this technology should plan for its replacement with strategic technology to avoid substantial risk. The migration or replacement plan must be included as part of the Agency’s IT Strategic Plan.

d. Approve Emerging Technology for pilot project: Check here if the purpose of this request is for approval to utilize an Emerging Technology for a pilot project.

e. Change language/definition in the…: Check this box If the purpose of this request is to change language within an EA artifact other than a numbered Principle, Recommended Practice, Requirement, or Product Standard.
f. Research/review a selected EA related topic or technology:  Check this box if the purpose of the this request to have the VITA Policy, Practice and Architecture Division research and/or review a specific topic or technology that could or should be included in the Commonwealth’s EA. 
g. Provide a short summary of the proposed addition, research, review, change or exception:  Briefly describe the request and its purpose.

4. Impacted Project/Initiative Description

a. Project/Initiative Title: Name of the IT project which will be directly impacted by the approval or denial of this change/exception request.

b. Project Manager: The project manager responsible for the project.  This may or may not be the same as the contact person identified in section 1. 

c. Project Manager Phone: Work phone number of project manager.

d. Project Manager E-Mail: E-mail address of the project manager.

e. Project Dates: Enter the start and end dates of the project.

f. Production “roll-out” required date:  What is the date that impacted project/initiative is scheduled to go into production.

5. Justification for Exception Request

a. Briefly describe the business reason(s) for requesting the exception:  What is the business need or drivers which require the approval of this request?  Has the business changed?

b. Briefly describe the technical reason(s) for requesting the exception:  Describe the current or proposed technology environment that will be impacted by the approval or disapproval of this request.

c. Identify any government or industry standards supporting the proposed request:  These might include organizations such as the American National Standards Institute (ANSI) standards, Internet Engineering Task Force (IETF) standards, World Wide Web Consortium (W3C), etc.

d. Briefly describe the proposed technology alternative:  Describe the technology being proposed and why it is required for your project.

e. Provide a brief business case (cost benefits or effectiveness analysis) that supports the proposed technology alternative versus the provisions of the standard:  For example, what is the ROI or TCO of both alternatives?

6. Impact Assessment

a. Briefly describe the impact on the agency's IT architecture, infrastructure and existing or planned systems should this exception request be approved:  What are the positive or negative implications to the agency’s existing technologies and future planned systems should this change/exception request be approved.  In other words, from a technical standpoint, why should this request be approved?
b. Briefly, describe the financial impacts of using the proposed technology alternative.  This should include Total Cost of Ownership (including upgrades, maintenance, support, training, etc.) over the estimated lifetime of proposed technology alternative:  Every choice has a financial impact, either positive or negative.  What are the financial impacts of this request?
c. Briefly, describe the agency’s alternative(s) for initiative/project should this exception request be denied:  In the event that this change/exception request is not approved, what alternatives has the agency investigated?
d. In the event this exception request is approved, describe the time frames for transitioning away from the non-conforming standard or products granted in this exception request and implementing conforming standards and/or products:  If this request is for a temporary or permanent exception to approved technology requirements and standards, when does the agency anticipate being able to replace it with a conforming technology.
e. Describe the impacts the proposed revision could have on those outside your agency (e.g. other agencies, vendors, local governments, businesses, citizens, etc.):  If this request were to be approved, what would the impact be to similar business functions in other agencies?
7. Enterprise Architecture Analysis
a. Analysis of Request:  The assigned Enterprise Architect describes the research conducted, related information collected, and the analysis/assessment of the request.  
b. Recommended Action:  Describe in detail why the request should or should not be approved.
c. Lead Enterprise Architect:  Enter the name of the assigned Enterprise Architect.
d. Analysis Completion Date:  Enter the date the analysis of the request was completed and presented to the Chief Enterprise Architect.
8. Subject Matter Expert (SME) Analysis
This section will be completed by subject matter experts (SME) that are asked to review and comment on the assigned Enterprise Architect’s recommendations.  Any additional analysis performed by the SME can be entered in this section.  SMEs could include, but are not limited to partner IT experts, vendor experts, business owners, and data standards owners.
a. Review Comments/Analysis of Request:  Enter review comments or describe any appropriate analysis, assessment and conclusions.  
b. Recommended Action:  Describe in detail any recommendation(s) related to why the request should or should not be approved.
c. SME:  Enter the name of the SME person for this assessment and recommendation.  If multiple SMEs involved, enter the name of the lead SME that should be contacted regarding the review comments/recommendations.
d. Completion Date: Enter the date the comments/analysis was completed.
9. Additional Subject Matter Expert (SME) Analysis (as needed)
This section can be used when additional SME input is needed related to a specific request.  

a. Review Comments/Analysis of Request:  Enter review comments or describe any appropriate analysis, assessment and conclusions.  
b. Recommended Action:  Describe in detail any recommendation(s) related to why the request should or should not be approved.
c. SME:  Enter the name of the SME person for this assessment and recommendation.  If multiple SMEs involved, enter the name of the lead SME that should be contacted regarding the review comments/recommendations.
d. Completion Date: Enter the date the comments/analysis was completed.
10. Chief Enterprise Architect Recommendation

a. Recommended action:  Based on the assigned Enterprise Architect and SME analysis and recommendations, and appropriate consultations with other subject matter experts, the Chief Enterprise Architect will develop one or more recommendations related to the request for review and consideration by the CIO.
b. Name of the Chief Enterprise Architect:  Enter the name of the Chief Enterprise Architect.
c. Recommendation Date:  Enter the date the recommendation(s) was completed.
11. Chief Information Officer

a. Action Taken:  Check the box corresponding to the action taken by the CIO: Approved, Denied, or Returned for additional work. 
b. Comments: Enter any comments by the CIO. 

c. Chief Information Officer:  Printed full name of the CIO.

d. Chief Information Officer Signature:  This box contains the CIO’s official signature.
e. Date Signed:  Enter the date the document was signed by the CIO.

1

