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Date:  Enter date
Agency Name:  Enter Agency Name
Request Number:  Enter Request Number

[bookmark: _GoBack]Summary 
This document is a standard form for Eligible Customers, “Customer,” to request a Third-Party postage machine connection to the Commonwealth of Virginia (COV) network. A Third-Party postage machine is defined as any postage device that is not owned by Northrop Grumman or does not have an associated billable Resource Unit (RU).  The information provided in this form will be used by Northrop Grumman, “Vendor,” to fulfill the request. The services delineated herein shall be provided in accordance with and are subject to the provisions of the Comprehensive Infrastructure Agreement (CIA).

Conditions
The following conditions must be met for this form to be used:
1. Customer currently must be receiving services under the CIA.
2. This request is not part of incident resolution (i.e.: to resolve and close an incident ticket).
3. This request is not being processed through a VCCC service ticket.
4. The Third-Party postage machine is accessible on-site and will require no more than a single trip to accomplish the work.
5. This form can only be used to request the connection of one device at a single site.
6. The installation requires the configuration of a firewall and guest virtual routing and forwarding (VRF).  If the guest VRF exists, this request can be addressed via a VCCC service ticket. 
Stakeholders
Enter the name(s) of the implementation point of contact if not the AITR.
	Name
	Role
	Work Phone
	Email

	Enter Name	Agency Point of Contact (POC)
	Enter telephone number
	Enter email address


Project Information
The following table lists the information necessary for the completion of this request.
	Item
	Description

	Location Information
	Enter street address with Suite # and floor, City, Virginia, ZIP

	Customer’s Facility POC
	Enter name, phone number, and e-mail address

	Anticipated Implementation Timeframe
	70 calendar days

	
	This timeframe includes the VRF ordering process which is dependent upon the telco provider.  

	Requested Implementation Date
	Enter requested implementation date
	mm/dd/yy
	
	Note:  The period between the date when the form is submitted to VITA and the requested implementation date must include the number of calendar days indicated in the Anticipated Implementation Timeframe section.

	Business Impact
	Provide details regarding the impact of this work request to other work requests, critical customer operations, and/or schedules.

	
	Enter comments here – Optional 

	Does this WR support a major IT project?
	Select answer
	If yes, what is the major IT project name:
	Enter project name


	Other Customer Comments
	Provide comments that may assist with the implementation of this request.

	
	Enter comments here - Optional


Postage machine Information
	Make and Model
	Device MAC Address
	Installation Location
	Required Number of Ports

	Make and model 
	MAC Address
	Installation Location1
	Number of Ports


1Only required if different from location listed above.
Project Assumptions
	Assumption
	Description

	Physical Access to Facilities
	Customer will provide access to the necessary areas of the facility through completion of the implementation of this request.

	Hardware Availability
	The Third-Party postage machine is available on-site for connection.

	Postage machine Drivers
	Customer will configure all drivers required for Third-Party postage machine.

	Application Compliance
	Customer is responsible for maintaining application compliance with Commonwealth’s security standards.

	Postage machine Configuration
	Customer will provide any special or non-standard documented configuration items for implementation.

	Hardware Maintenance Support
	Customer is responsible for maintaining the service agreement with Third-Party vendor for maintaining and supporting the Third-Party postage machine.

	Service Level Agreement (SLA)
	Third-Party postage machines are not subject to SLAs.


Project/Deliverable Criteria for Acceptance
The following table describes the project/deliverable acceptance criteria for this request.
	Deliverable
	Acceptance Criteria

	Postage machine Connection
	The Third-Party postage machine connectivity has been established and tested.



Signed Approval and Authorization to Proceed
By approving this document, the Customer provides VITA with the authorization to proceed with the implementation and delivery of the services described herein and agrees to pay VITA the associated fees listed in the below table. Costs will be billed as they are incurred.  VITA rates are required to be developed using state and federal guidelines and are reviewed by DPB and JLARC. Customers' bills may change as/when VITA statewide rates change.

It is acknowledged and agreed that the services delineated herein shall be provided in accordance with and are subject to the provisions of the CIA.  

If this work request is cancelled for any reason by the agency prior to completion, the agency is responsible for all expenses, including labor charges, incurred prior to the cancellation notice.

VITA pricing of services:
	Nonrecurring Charges (one-time)

	Labor Category
	NTE Hours
	Hourly Rate
	NTE Total

	Communications Network Specialist
	10
	$145.00/hour
	$1,450.00



Please contact the VITA One-Stop group at VITAOneStop@vita.virginia.gov with any questions or concerns. Please submit the completed form to the above email address. The customer may either sign the form or approve it electronically in the work request database (completed but unsigned form still needs to be provided to VITA for implementation purposes). VITA is pleased to provide your IT services.

Approval
Agency Information Technology Resource (signature): ___________________________
Agency Information Technology Resource (printed): _____________________________
Acceptance Date:  ____________
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