[image: ]RD9-001 – Requirements Initiation Form for UCaaS New Service Assessment

Date:  Enter date
Agency Name:  Enter Agency Name
Request Number:  Enter Request Number
REQUIREMENTS INITIATION DOCUMENT

[bookmark: _GoBack]Summary 
This document allows eligible customers, “Customer,” to request a service assessment for UCaaS. This form is the first step of a two step process for ordering new UCaaS service at an existing customer location.  Use the move requirements document (RD1-001) for relocations of UCaaS or if converting to UCaaS during a move/establishment of a new office.  The form initiates collaboration activity with the intent of determining the site capability to support UCaaS Services and the documentation of site level requirements through a site assessment.  

The information provided in this form will be used by Northrop Grumman, “Vendor,” to provide the assessment to the customer.  The Vendor’s assessment will serve as the requirements for the work request.   If the customer finds the assessment acceptable, they may submit it to the Vendor so that solution development can begin.  

The period of time to deliver a customer proposal from the receipt of the final version of customer requirements is 52 calendar days.  Please use this amount of time for planning purposes although proposals are often developed in less time.  Please contact VITA at VITAOneStop@vita.virginia.gov or through your CAM if there is an urgent need for this proposal.
Stakeholders
	Name
	Role
	Work Phone
	Email

	Enter Name	Agency Information Technology Resource (AITR)
	Enter telephone number	Enter email address
	Enter Name	Additional Customer Point of Contact (POC)
	Enter telephone number
	Enter email address


Project Information
	Item
	Description

	Lead Time for  Initial Contact
	Following receipt of the request for a UCaaS service assessment, the customer will be contacted within 14 calendar days to determine the schedule for the assessment.  

	Assessment Period
	The assessment period will vary depending on the complexity of the request and the availability and participation of the customer.  

	Requested Implementation Date
	Enter date
	mm/dd/yy

	
	Note:  This is the date the customer wishes to have UCaaS service operational at this location.  It is used for planning purposes.

	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 Name
	Agency Site Point of Contact
	Name
Phone
Email

	Current Address Site #
	Enter physical street address with Suite #.
Enter City, State, zip code.
Enter Agency Code 
Enter Main Phone #

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

	
	Enter comments here - optional


Project Assumptions
	Assumption
	Description

	Bandwidth Modification
	As an output of the site assessment, it may be necessary to modify the circuit bandwidth for the location receiving the UCaaS service.  

If this is necessary, the customer will be provided the recommended bandwidth capacity size and advised submit a telecommunications service request (TSR) if there is a need to order the bandwidth modification in advance of the work request for UCaaS.

The bandwidth modification (if needed) is a prerequisite for UCaaS service implementation.

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

	Custom Work Request
	The subscriber spreadsheet will be used to identify the requirements needed to submit a Custom Work Request for UCaaS Services implementation.


Project/Deliverable Criteria for Acceptance
	Deliverable
	Acceptance Criteria

	Site Assessment
	The Vendor will initiate the site assessment process which will determine the site capability to support UCaaS Services.

	Subscriber Spreadsheet
	The Vendor will provide collaboration with the Customer to document site level requirements through the completion of the UCaaS subscriber spreadsheet. 



Change Order
For change orders (changes to a work request already approved for implementation but not complete), please update or add to the requirements in the above section to reflect the desired changes and provide a summary of the requested changes in the below section.  
	Row
	Change Order Requirement Summary

	1
	

	2
	

	3
	

	4
	

	5
	


Approval and Instructions for Submitting  
Upon the customer's completion and approval of this document, the AITR (or AITR designee) must submit this document and any additional supporting documentation to initiate the assessment. Send the document(s) directly to the VITA OneStop email address (VITAOneStop@vita.virginia.gov). If you load the documents to the Work Request Database, please send a message to the above email address so that VITA is aware that action needs to be taken.

This begins the assessment, not solution development.  Solution development begins following the return of the assessment by the Vendor and its acceptance by the customer.  
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