INFORMATION TECHNOLOGY (IT-10)

 IT REQUEST FORM

Fiscal Year 2002-2003

The following information must be submitted by agencies as a justification for:  Information Technology (IT) projects,  initiatives, or procurements/contracts exceeding $100,000 in the total amount.   

The information submitted on this form is intended to provide a project or initiative perspective to IT procurements and contracts.   For example, a systems implementation effort exceeding $100,000 in total cost would require that the department prepare one IT Request (IT-10) form describing the overall project and also include the detail cost for professional services, equipment, software, personal services, etc. that may span several contracts, POs, etc.  

If the IT-Request is greater than or equal to $250,000, then the department must submit an IT-10A Details form in addition to the IT-10 form.  Thus, the IT-10 Request contains two forms:

· IT-10  - To be submitted for all projects, initiatives, or procurements ( $100,000

· IT-10A Details – To be submitted in addition to the IT-10 Form for all projects, initiatives, or procurements ( $250,000.

For the purposes of this request, a project or an initiative is defined to be a specific piece or set of hardware/peripherals or software application developed at department/agency expense or acquired from vendors, or any combination of these events, that serves current and future needs of the department/agency.  Some examples of initiatives or projects include: equipment upgrades, modifications to existing systems, development of new systems, software acquisitions, replacement of PCs, networking solutions, videoconferencing services, hardware/software maintenance and support services, and professional services.

When determining whether the $100,000 or $250,000 thresholds apply, the submitting department/agency should take into account the total of all project/initiative expenses, including:  hardware, software, professional services, IT services, personal services (additional personnel), networking.  

Examples of Projects and/or Initiatives that do require completion of this form are:

· New systems development projects/initiatives

· Continuation of an existing multi-year development project/initiative

· Major upgrade or enhancement to an existing system

· Acquisition of  hardware, software, networking, or IT services

· Items they may be procured off state contract

Examples of IT expenses that do not require completion of this form:

· Continuation of an existing multi-year lease, lease purchase, or finance agreement for equipment that has an approved by OIT through an IT Request.

· Continuation of an existing maintenance or support agreement for equipment, software, or IT services that has been approved by OIT through an IT Request.

In addition to the hard copy of IT forms that must accompany your “total budget request,” a copy of the IT-10 and/or IT-10A Details should be submitted in electronic format (preferably in Word or WordPerfect format via e-mail to itbudget@doa.state.la.us)

The format requirements for providing this information are described below.  The IT-10 Request form and the IT-10A Details forms are to be submitted electronically in Word format (WordPerfect is acceptable).
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7Justification (value , benefits,  mission):



	8Cost Summary:

Cost Type

Estimated Cost

Personal Services

Hardware

Software

Support 

Telecommunications

Professional Services

(Other) _________________

Total

9Type IT Request:

         Budget Request                       Procurement/Contract Request

           BA –7                                       Other  ___________________



	   
      
          Yes      No
 N/A

10Does this update an

existing Request?
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__________________________
     _____________

     (Office of Information Technology)   
                 (Date)

	
	


Office of Information Technology

Request to Procure IT Goods or Services

	IT Request (IT-10) 
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