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1-001 – Standard Form for Infrastructure Related Labor 
Date:  Enter date
Agency Name:  Enter Agency Name
Request Number:  Enter Request Number
Summary 
This document is a standard form for Eligible Customers, “Customer,” to request a Scope infrastructure-related labor services. This form allows Customers to order labor for specific tasks.  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. Must be an Eligible Customer currently receiving Services under the CIA.
2. This request is not part of incident resolution (ie: to resolve and close an incident ticket).
3. This request is not being processed through the VCCC (Q-ticket).
4. The Project Information Section is complete and the form is signed.
5. This Work Request is not to be used to augment:
a. Any type of Work Request already in implementation
b. Standard Work Requests in the pre-implementation phases  
c. Service tickets.  
6. NG staff must have access to AITR or designated staff for the direction on duties and task for the hours requested.
7. Hours requested must be performed within 12 calendar months from time of request.
Stake Holders
The following table lists the stakeholders for this solution.

	Name
	Role
	Work Phone
	Email

	Enter Name	Agency Information Technology Resource (AITR)
	Enter Telephone Number	Enter E-mail Address
	Enter Name	Agency Point of Contact (POC)
	Enter Telephone Number	Enter E-mail Address
	Enter Name	Customer Account Manager (CAM)
	Enter Telephone Number	Enter E-mail Address
	Enter Name	Agency Operations Manager (AOM)
	Enter Telephone Number	Enter E-mail Address

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

	Item
	Description

	Provide explanation of future Work Request project:
	For example, Agency is planning a new application environment or office relocation.


	Scope of Work Requested:
	For example, require Project Manager or Subject Matter Expert (SME) to determine Work Request requirements.

	Location of work (physical address to include building and room numbers is necessary):
	Physical street address
Suite number, floor/room
City, Virginia, ZIP

	Infrastructure-related systems involved (please select all that apply):
		|_|
	Application - Mainframe
	|_|
	Voice – Legacy System

	|_|
	Application - Database
	|_|
	Voice – CHVS

	|_|
	Application - Web
	|_|
	Voice – Call Manager/CME 

	|_|
	Security - Network
	|_|
	Internet/Network Connectivity

	|_|
	Security - Application
	|_|
	Server Administration

	|_|
	Security - Server
	|_|
	Web Server

	|_|
	Desktop/End User Services
	|_|
	Database Server

	|_|
	Network Printer(s)
	|_|
	Application Server

	|_|
	Solaris
	|_|
	File/Print Server

	|_|
	Oracle
	|_|
	Messaging Server

	|_|
	SQL
	|_|
	Backup Server

	|_|
	Windows
	|_|
	Fax/Other Server

	|_|
	Linux
	|_|
	Directory Services 

	|_|
	Other:
	
	




	Period of Performance 
	Start Date
	End Date

	
	
	

	Hours of Operation (add rows if needed)
	Beginning Time
	Ending Time

	
	
	

	
	Note:  Standard business hours are from 7:00 AM to 7:00 PM excluding weekends and Commonwealth holidays.  Afterhours labor rates apply when work is conducted outside of standard business hours.

	If Applicable, Provide Reason Why Work Must be Conducted Outside of Standard Business hours
	For example, office cannot be closed so work must be conducted after hours.

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

	
	Enter comments here.


 Project Assumptions
	Assumption
	Description

	Access to Resources
	Access to agency’s stakeholders, vendors and subject matter experts as needed to meet the Work Request requirements.

	Request Scope of Work
	Expectations, deliverables and acceptance criteria are clearly documented and communicated to the staff associated with fulfilling this request.

	Work Space
	Labor services resource(s) is provided work space as needed to complete the work.

	Facility/Area Access
	Labor services resource(s) are provided access to facilities and areas needed to complete the work.


Project/Deliverable Criteria for Acceptance
Agency Information Technology Representative (AITR) or agency designee must provide instruction for the activities to be performed during the requested number of hours.  The acceptance criteria are the actual hours performed.  

In the event the work cannot be completed within the hours approved in this statement of work, it is the Agency’s responsibility to request additional hours.  

Enter the number of hours for the appropriate VITA Labor Category and price for incremental agency services.  The following are commonly requested Labor category resources.  Please contact your Customer Account Manager (CAM) if you require a resource not listed or have questions regarding which labor category to select for the services desired.

	Labor Category
	Type
	Hours
Requested
	Non-recurring
Hourly VITA Rate
	Amount

	Communications Network Specialist
	7AM – 7PM
	xxx
	$124.00
	xxx

	
	Afterhours
	xxx
	$188.00
	xxx

	Computer Systems Analyst
	7AM – 7PM
	xxx
	$124.00
	xxx

	
	Afterhours
	xxx
	$188.00
	xxx

	Database Administrator
	7AM – 7PM
	xxx
	$124.00
	xxx

	
	Afterhours
	xxx
	$188.00
	xxx

	System Admin/Operator
	7AM – 7PM
	xxx
	$124.00
	xxx

	
	Afterhours
	xxx
	$188.00
	xxx

	Systems Engineer
	7AM – 7PM
	xxx
	$124.00
	xxx

	
	Afterhours
	xxx
	$188.00
	xxx

	Technical Architect
	7AM – 7PM
	xxx
	$156.00
	xxx

	
	Afterhours
	xxx
	$228.00
	xxx

	Technical Support 4
	7AM – 7PM
	xxx
	$60.00
	xxx

	
	Afterhours
	xxx
	$92.00
	xxx

	Manager, Technical Expert 3
	7AM – 7PM
	xxx
	$156.00
	xxx

	
	Afterhours
	xxx
	$236.00
	xxx

	Estimated non-recurring Total Cost 
(sum of total hours multiplied by the respective hourly rate)
	
	$xxx.xx   


Note:  Standard business hours are from 7:00 AM to 7:00 PM excluding weekends and Commonwealth holidays.  Afterhours labor rates apply when work is conducted outside of standard business hours.


Signed Approval and Authorization to Proceed
The Customer provides VITA with the authorization to proceed with the implementation and delivery of the Services described in the above proposal and agrees to pay VITA the associated fees listed in the below table.  VITA is required by state and federal guidelines to bill customers only JLARC reviewed rates.  Customer’s 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 Comprehensive Infrastructure Agreement.  

VITA pricing of Services is found in the above table.

This document also serves as the Customer’s billing approval.  By signing this document, the Customer agrees to be billed the costs.  Billing of recurring charges will begin in the month following the delivery of service.  

VITA is pleased to provide this proposal, and extends sincere appreciation for the confidence your agency has in our ability to meet your infrastructure service needs.  Please contact VITA’s assigned CAM with any questions or concerns.

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


 
Appendix A – Labor Category Descriptions
	Labor Category
	Description

	Communications Network Specialist
	· Configures and supports network connectivity between the customer and data center
· Configures firewalls to enable the appropriate accesses
· Configures user profiles for network/application permission/access
· Verifies compliance of the production environment in accordance with COV and Vendor Security Policies and Procedures

	Computer Systems Analyst
	· Performs firewall rule analysis
· Configures and programs the managed firewall rules
· Maintains and supports the managed firewall rules
· Validates and verifies the firewall configuration

	Database Administrator
	· Defines the physical database including database structures and access paths
· Manage physical placement of data within the network and conducts performance tuning
· Develops database utilities
· Assures database integrity and availability
· Manage changes to the database

	Systems Admin/Operator
	· Installing, supporting, and maintaining server or other computer systems
· Planning and responding to service outages and other problems
· Scripting or light programming, project management for systems related projects
· Monitor system performance and network performance
· User administration

	Systems Engineer
	· Mounts server in the racks.
· Configures OS and applies any necessary patches
· Mounts disk storage
· Configures disk storage
· Performs server test and validation

	Technical Architect
	· Translates business requirements into design documentation for developers
· Ensures the designs comply with overall approved program architecture
· Ensures that all components of the technical architecture are properly integrated and implemented
· Resolves technical issues, provides technical support and coaches the technical team in the development cycle

	Technical Support 4
	· Receives, unpacks and sets up laptop and docking stations and network printers
· Connects and configures desktop workstations
· Connects and configures network printer(s)
· Verify and tests desktops and network printers for network connectivity 
· Clean up and dispose of all packing materials

	Manager, Technical Expert 3
	· Coordinates implementation—including third parties
· Develops project plan and schedule
· Provides regular status updates to the customer stakeholders and conducts project status meetings as required 
· Oversees the implementation of the solution through completion
· Manages the procurement of IT infrastructure components required to implement this solution
· Manages the Vendor Change Order process, if necessary
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