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

[bookmark: _GoBack]Summary 
This document is the standard form for Eligible Customers, “Customer,” to request hard drive encryption for workstations (HDEW) Service. This form allows Customers to order the HDEW product with limited Single Sign-On (SSO) synchronization capability for use with the Windows operating system’s sign-on and configurable features. The HDEW Service consists of software license and maintenance, remote assistance with installation (testing, training, and deployment) and on-going technical support. HDEW software is installed by associating the software package to specific Workstations and making the package available for a push. Workstations will receive the software push upon their next network check-in once the association is completed.  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. This form is only for HDEW Service deployments on desktop workstations configured with a Windows Operating System. Laptop workstations and tablets automatically receive this service.
5. The HDEW Service only supports systems with a single hard drive. No additional hard drives or attached removable media can be present during the installation and encryption process.
6. Workstations currently encrypted with non-supported (non-Commonwealth) versions of encryption software are not eligible for usage of this form.
7. Designated Workstations must be network accessible and available to Vendor’s Electronic Software Distribution or Client Management tools in order to download and install the HDEW software.
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

	Anticipated Implementation Timeframe
	15 Calendar Days

	
	Note: This is the anticipated timeframe for making the software available for download to the Workstations indicated in Appendix A.

	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 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


	Workstations for Encryption
	Customer must provide Vendor with a list of Workstations that require the HDEW Service and provide the asset information in Appendix A of this form.

	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

	HDEW Service
	Vendor has made software available to the Workstations indicated in this request. 





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:
	Description
	Cost
	PC Quantity
	Recurring Cost
(Monthly)

	HDEW Service (Recurring)
	$4.24/Desktop PC
	Insert Quantity
	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
	
	PC Asset Tag
(Required)
	Person Assigned to PC
(Optional)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	

	13
	
	

	14
	
	

	15
	
	

	16
	
	

	17
	
	

	18
	
	

	19
	
	

	20
	
	

	21
	
	

	22
	
	

	23
	
	

	24
	
	

	25
	
	


*Add more rows as needed.
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