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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 eligible customers, “Customer,” to request Enterprise Handheld Services (EHS)(excluding BlackBerry). This form allows Customers to order Enterprise Handheld Services which provides the capability of accessing specific resources within the Commonwealth of Virginia (COV) including e-mail, calendar, contacts, mobile applications and Intranets within the COV environment. 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 the VCCC (Q-ticket).
4. The project information section is complete and the form is signed.
5. The Eligible Customer must have completed Messaging Transformation.
6. End-Users are subscribed to Vendor’s Messaging Services and are on the COV domain
7. End-User is responsible for downloading and installing the required enabling software on their mobile device. 
8. User must have suitable data plan on their personal devices.  This service may require an upgrade to the user’s personal data plan at additional cost to the user.  For avoidance of doubt, the user should consult the service provider for their personal device to determine if additional costs will apply before submitting this form. 
9. Mobile application deployment and mobile intranet site deployment are not services that can be requested via this form.  
Stakeholders
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 email address
	Enter Name	Agency Point of Contact (POC)
	Enter telephone number
	Enter email address

	Enter Name	Customer Account Manager (CAM)
	Enter telephone number
	Enter email address

	Enter Name	Agency Operations Manager (AOM)
	Enter telephone number
	Enter email address


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

	Lead Time for Order of Device Activation
	A minimum of three (3) business days is required between the approval of this work order and the completion of implementation for quantities of twenty (20) or less. Quantities exceeding twenty (20) may require additional 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 business days indicated in the lead time for order section.

	Basis for Implementation Date
	Detailed reason for this requested implementation date.

	
	Enter comments here - optional

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

	
	Enter comments here - optional	


Mobile Devices
Please complete the following table for the mobile devices to be configured into the EHS. 
· If the request exceeds three (3), add rows to the table and include the information for the additional users. 
· If the device is an iPad, provide the serial number for the device instead of the phone number.
	End -User Name
	COV Email Address
	Device Model
	Agency Activity Billing Code 
	Device phone number
	Personally owned device?
Yes/No

	Enter Name

	Enter Email Address
	Enter model number
	Activity Code
	Enter phone number
	Yes/No

	Enter Name
	Enter Email Address
	Enter model number
	Activity Code
	Enter phone number
	Yes/No

	Enter Name
	Enter Email Address
	Enter model number
	Activity Code
	Enter phone number
	Yes/No


Project Assumptions
	Assumption
	Description

	Mobile Device
	End-Users have the capability to download the Enterprise Handheld Services application via their mobile device store or marketplace.
End-Users have a wireless carrier data plan or have their device connected to a Wi-Fi network to support connection to the Enterprise Handheld Service

Mobile Device OS version is capable of running the Enterprise Handheld Services application

	Personal Data
	End-User is responsible for backup and restore of personal data on handheld device.
Vendor does not manage personal data.

	Personal Device Data Plan
	The data/service plan for the user’s personal device is sufficient to support this service.  Note that an upgraded service plan for the user’s personal device may be required which may include an additional out of pocket expense for the user.

	Blackberry Device
	If End-User wishes to dispose of their BlackBerry device they must submit a request to turn the device over.


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

	Enterprise Handheld Service

	The Vendor has configured the Enterprise Messaging Environment to allow the Eligible customer to connect to their COV mailbox using a compatible mobile device.



Signed Approval and Authorization to Proceed
By signing 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 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
	Cost per Device
	Non-Recurring Costs
	Monthly Recurring Costs

	Enterprise Handheld Services (non-Blackberry)
	Enter Qty
	$15.26/month/device
	n/a
	Enter Cost


Notes
1. Does not include cost for upgrades to user’s personal device data/service plan which may be necessary to support this service.  Consult with the service provider to determine if the user’s personal device service/data plan is sufficient.

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.  

The Agency also certifies that (check the appropriate boxes on the left):
	
	The device and service was acquired from a current state contract thru VITA and service is billed to the public body by VITA.

	
	A waiver from the use of the state contracts has been obtained from the CIO of the Commonwealth for the device associated with this request.  Waiver must have been received since April 2011.

	
	The customer is exempted by the Code of Virginia from the requirement to utilize VITA telecommunications contracts or services.

	
	The device belongs to a local government entity and service is provided by the local government entity.

	
	The device is a personal device and not provided by the Commonwealth or a local government entity.



Please contact your agency’s customer account manager with any questions or concerns.  VITA is pleased to work with you to provide IT and services that enable the business of government.

Approval
Agency Information Technology Resource (signature): ___________________________
Agency Information Technology Resource (printed): _____________________________
[bookmark: _GoBack]Acceptance Date:  ____________
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