[image: ]6-003 – Standard Form for Secure Email Service


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 the initial deployment of Secure Email Service (aka: Vendor’s Secure Envelope Service) which allows an End-Users to send email messages to external recipients in a secure fashion. Each Secure Email subscription has a one-year term and is non-refundable and non-cancelable during that term.  Vendor will not automatically renew subscriptions to this Service. The details expressed in the Project Information section of 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. Customer must have completed Messaging Transformation.
5. End-Users are subscribed to Vendor’s Messaging Services, have a COV email account, and are listed in the Active Directory.
6. This form cannot be used to add End-Users to the service. This request must be submitted through the RMM ticket process.
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


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

	Users Requesting Service
	Is agency wide deployment requested?
	|_| Yes  |_| No

	
	If this is an End-User specific request, please use Appendix A to identify each End-User and their associated email address and Workstation. End users will create their own accounts on the Cisco CRES servers as part of opening their first encrypted message.

	Anticipated Implementation Timeframe
	20 calendar days

	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


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

	Secure Envelope Deployment
	Vendor has implemented Secure Envelope Service for the End-Users as identified in the Standard Form (Please note, a reboot of End-User Workstations may be required once software installation has completed before Service will be available).




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.  

VITA pricing of services:
	Recurring Costs

	Service
	Quantity1
	Cost per Email Box
	Monthly Recurring Cost

	Secure Email
	Enter Qty
	$4.85/account
	Enter Total



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:  ____________	





Appendix A
	Users Requesting Secure Email Service

	
	User Email Address
	Workstation Name

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Add additional rows as needed.
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