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Introduction
VIS is the central point of contact for computer, network, and web technology within the College.  VIS provides essential computer, network and software support services as needed but application and web development services are limited.  VIS may not have the necessary skills or sufficient resources to complete your request in the timeframe or manner that you require.  There is no guarantee that your request will be completed by VIS.  This request form provides VIS the information needed to begin discussions about appropriate options to help you achieve your desired objectives.
Overview
1. What problem(s) are you attempting to solve with this request? 
· .

2. Who is the person responsible and accountable for this request?
· .
3. Who will be the primary users and/or beneficiaries of this request?
· .

4. How will this request be funded? What resources (funds, labor and/or equipment) are available for this request? If VIS can not complete this project in-house, will you provide funds to pay for temporary services or outside vendors?
· .
Justification

1. What is the business need for this request?
· .
2. What is the current business process that the request addresses?
· .

3. Why is the current process insufficient?
· .

4. Will the outcomes from this request be dependent on any other requests or processes?
· .

5. What are the “workarounds” or alternatives available and why have these been rejected?
· .

6. What is the impact to the college of not fulfilling this request?
· .

Requirements
1. What are the fundamental requirements for this request (data to be collected, processing to be done, reports, etc)? 
· .

2. Who else should be interviewed for further requirements?
· .

3. What is the final deadline and any other relevant milestones for the completion of this project?
· .

_____________________________________________________________________________
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Department Chair Signature







Date

Received by (VIS team member)






Date Received
NOTE: Additional signoffs may be required depending on the impact to other stakeholder units, e.g., Development, PR, Alumni, and so on. Please consult with VIS for direction on whether this may be needed to ensure that all stakeholders have been identified.
Definitions
· “Request” – any work activity asked for by an executive, faculty, staff, student or guest of the College. Requests of less than one person day will be considered outside of the request process to avoid needless paperwork to complete something that can be done in a relatively short period of time. 

· “Project” – some non-routine, non-repeated work activity involving multiple tasks, possibly involving multiple VIS resources, requiring more than one person day of effort that impacts/benefits more than a single user.

· “Analysis” – investigation and documentation of the scope, goals/objectives, costs, benefits, risks, resources and alternatives.

· “Approval” – commitment of funds, resources and organizational priority.

Draft Request Prioritization Criteria and Scoring

Evaluating requests can be tricky due to a vague set of criteria, political implications, and so on. To reduce the likelihood of inappropriate considerations, a scoring system is recommended. A scoring system should increase the likelihood of a project being accepted and rated highly if it satisfies multiple characteristics such as:

· The request can produce measurable benefits for multiple users in the College.

· The request is strategically important to the mission and goals of VIS or the College.

· There is no viable alternative to accomplish the desired objectives of the request.

· The request is a reasonable use of technology in the College.

A request may be rejected for reasons such as:

· The request costs exceed the expected benefits.

· The request requires equipment, tools, skills or resources not currently available in the College.

· The request is not approved by department or unit leader (Director for the Hospital; Chair for Biosciences, Preventative Medicine or Clinical Sciences; Dean for Veterinary Administration)

· There is a high probability that VIS would eventually be expected to support, trouble-shoot, maintain, upgrade, interface, or integrate the technology in the future (even if initially installed/completed by someone else) and this additional resource is unavailable or not factored into the request, e.g., no assurance of future funding to support the additional VIS workload.

· It is unacceptable to hire a technology vendor without the approval of the Dean and VIS IT Director. Reasons for this include: possible incompatibility between the technology solution and the existing IT infrastructure; existing solution already available in another unit of the College, and so forth. Should a technology vendor be hired without Dean and IT Director approval, there is no guarantee that the resulting product or service will be supported/maintained by VIS.


Draft Request Prioritization Criteria and Scoring (Continued)
	Criteria
	Choices 
	Value

	Requests that improve the immediate health or safety of one or more persons
	Yes
	1

	
	No
	0

	
	
	

	Requests that improve the immediate health or safety of one or more animals (patients)
	Yes
	1

	
	No
	0

	
	
	

	How does the project support the institution’s strategic direction?
	1 objective supported
	1

	
	2 objectives supported
	2

	
	3 objectives supported
	3

	
	4 objectives supported
	4

	
	
	

	Is the project a compliance requirement?
	Yes
	1

	
	No
	0

	
	
	

	Is the project required for accreditation?
	Yes
	1

	
	No
	0

	
	
	

	What is the strategic impact of the project (ECAR derived success factor)
	High-individual
	2

	
	Medium-individual
	1

	
	Low-individual
	0

	
	High-departmental
	7

	
	Medium-departmental
	5

	
	Low-departmental
	0

	
	High-College-wide
	15

	
	Medium-College-wide
	10

	
	Low-College-wide
	6

	
	
	

	Impact on Student Experience (ECAR derived success factor)
	High
	6

	
	Medium
	4

	
	Low
	2

	
	
	

	Non-action risk: Inadequate data to make decisions
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0

	
	
	

	Non-action risk: Increased Infrastructure costs
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0

	
	
	

	Non-action risk: Inefficiency 
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0

	
	
	

	Non-action risk: Loss of service
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0

	
	
	

	Non-action risk: Technology Obsolescence
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0

	
	
	

	Reduced Operational Costs 
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0

	
	
	

	Increased Productivity Choices
	High
	5

	
	Medium
	3

	
	Low
	1

	
	NA
	0
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