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

Summary 
This document is a standard form for an Eligible Customer, “Customer,” to change the type of service offering, storage, or site collections for Workplace Collaboration Services (WCS) featuring SharePoint provided by VITA in conjunction with Northrop Grumman’s, “Vendor,” Enterprise SharePoint Service. The Enterprise SharePoint Service is an enterprise-level cross-functional tool that uses Third-Party Software specifically, the Microsoft SharePoint platform and standard Microsoft SharePoint templates. The SharePoint Service integrates with the enterprise platforms for COV Active Directory, Microsoft Exchange and Lync. The details expressed in the Project Information section of this form will be used by both VITA and its Vendor to fulfill the request for providing the hosting service for the SharePoint offering. The services provided by the vendor 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 customer is already receiving Workplace Collaboration Services.
5. End-Users must be members of the COV or AUTH Active Directory domains and will use windows authentication to gain access to the Enterprise SharePoint Service.
6. Data Migration Services are not included as part of the solution (Separate Custom Work Request is required to address migration).
7. The request does not include Enterprise SharePoint Client license(s) (eCALs).
8. Vendor responsibility is limited to scope of the service defined in the CIA. VITA is responsible for the enhanced scope of work provided under the Base and Full Service Offerings.
9. Additional users can be added without the need of a work request. Use the COV account form found at the following URL: 
COV Account Form
Stakeholders
Enter the name(s) of the implementation point of contact if not the AITR.
	Name
	Role
	Work Phone
	Email

	Enter Name - Optional	Customer Point of Contact (POC)
	Enter telephone number
	Enter email address

	Jim Adams
	VITA Service Owner
	804-416-6148
	Jim.adams@vita.virginia.gov


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

	Anticipated Implementation Timeframe
	7 calendar days
Note:  Full Service Offering may include additional setup time.

	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 days indicated in the Anticipated Implementation Timeframe.

	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


	Purpose of this Request

	Modify Type of Service Offering
	Customer requests a change in service offering for all existing users:  |_| Yes  |_| No

	
	Change from Base to Full Service Offering:  |_| Yes

	
	Change from Full to Base Service Offering:  |_| Yes

	Additional Storage  
	Additional Storage Requested:  |_| Yes  |_| No
Note:  Request additional storage in 1GB increments. 

	
	Enter Site Collection Name(s): 
	Site name

	
	Enter amount of additional storage: 
	Enter amount in GB’s

	Additional Site Collection
	Customer agency requests new site collection:  |_| Yes  |_| No
Note:  Each new site collection requires a minimum of 10GB of storage.

	
	Enter suggested name: 
	Enter Name

	
	Enter amount of storage:  
	Enter amount in GB’s

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

	
	Enter comments here - optional


Project Assumptions
	Assumption
	Description

	Offering Type
	Base or Full Service Offering is selected for all users.

	Full Offering
	Customer must select Full Service Offering for all users if VITA-provided services are being requested. Customer will follow the VITA implementation roadmap and support will only be offered in the areas included in the VITA implementation roadmap. 


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

	SharePoint Site Collection(s) (team sites, intranet portal, etc) new site collection, and/or additional storage
	SharePoint site collection has been created using base IIS templates. Storage has been increased.  


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:
	Costs

	Service
	Quantity
	Costs
	Monthly Recurring Costs

	Change in Service Offering1
	# of users
	+/- $9.26/user
	$xxx.xx

	Base Storage Requirement (Tier 2 at CESC) - if new site
	10GB/new site
	$3.07/GB
	$xxx.xx

	Additional Storage (Tier 2 at CESC)
	xxxGB
	$3.07/GB
	$xxx.xx

	Tier 6 Disaster Recovery Allocated Storage2 
	10GB/new site
	$1.69/GB
	$xxx.xx

	Additional Tier 6 Disaster Recovery Allocated Storage2 
	xxxGB
	$1.69/GB
	$xxx.xx

	Monthly Recurring Costs
	$xxx.xx


1This row is only used if this is a request to upgrade the service offering from base to full or downgrade from full to base. The addition or removal of users can be requested via the COV Account Form, not this WR form. 
2The amount of DR allocated storage must equal the amount of Tier 2 storage requested (10GB minimum if new site is being added and/orany additional storage requested).  

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:  ____________
[bookmark: _GoBack]
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