Information Technology Service Project Request
Procedures
Overview
Requests for new IT services or products at UTA are prioritized and approved through a formal procedure that involves various stakeholders on campus. Projects are characterized by having well-defined goals, dedicated resources such as personnel or capital budgets, and having a beginning and ending date. Examples of projects that would be requested in this process are the implementation of a new social media interface to University services, the development of an interface between MyMav and Blackboard, or the creation of a new screen in MyMav to provide information on student applicants. 
 Five committees comprise the IT governance structure that makes decisions about prioritization and funding of IT projects. The six committees are:
1. Information Technology Executive Committee (ITEC)
2. Architecture and Infrastructure Advisory Committee (AIAC)
3. Enterprise Systems Advisory Committee (ESAC)
4. Teaching and Learning Advisory Committee (TLAC)
5. Research Advisory Committee (RAC)

The committees’ roles in making decisions about IT project requests vary by several factors:
1. The size and scope of the project that is needed to meet the service request. Projects fall into one of two categories:
a. Small-to-medium – requiring less than 1,000 hours of effort on the part of OIT and the functional unit involved in the project and costing less than $100,000 in out-of-pocket expenditures (which might include contract labor) to accomplish. This size of project is reviewed and approved by the appropriate advisory committee and doesn’t require further review. NOTE: very small projects (e.g., costing less than $1,000 in capital funds or requiring less than 40 hours of effort) are prioritized and approved by the performing organization and aren’t subject to the approval process described here.)
b. Large – requiring more than 1,000 hours to accomplish and/or costing more than$100,000. This size project requires IT Executive Committee approval.
2. The nature of the technology or service needed to satisfy the service request. 
a. Requests dealing with general technology issues or IT “infrastructure,” such as those relating to networking, organization of IT support units, or general-purpose applications (email, office applications, etc.) are handled by the Architecture and Infrastructure Advisory Committee
b. The Enterprise Systems Advisory Committee makes decisions regarding large, enterprise-wide applications and services such as the PeopleSoft student system or the PeopleSoft HR/Finance system.
c. Requests relating to the delivery of IT services for teaching and learning go to the Teaching and Learning Advisory Committee. Examples of those requests would ones dealing with Blackboard, classroom technology, or lecture capture systems.
d. The Research Advisory Committee decides on requests for IT services that support faculty research on campus. Examples of such requests are the configuration of OIT’s high performance computing cluster and the storage and backup of research data.
3. The categorizations of projects by size and type shown above are general guidelines. There will be instances when requests will span multiple advisory committees’ roles or a committee may feel that the impact a request has on the campus warrants additional oversight over the request. In those instances, the committee involved in the initial examination of the request may ask that some other committee participate as well in the review.
Procedure for Submitting and Reviewing Requests
The procedure that is followed to submit requests for IT services and/or products on the UTA campus is relatively straightforward:
A. The person or group wishing to request an IT service completes the IT Project Request Form (attached below.)
B. The form is sent to the OIT at the address shown on the form.
C. Staff in the OIT do a preliminary study of the request, gather additional information from the submitter if necessary, makes an estimate of the cost and effort to fulfill the request, adds the request to the list of pending OIT projects, and forwards the form, the project list, and any additional information to the appropriate advisory committee.
D. The advisory committee reviews the request and depending up on the size shown in 1, above, either denies the request, approves it, or recommends that it be approved and then forwards it to the Information Technology Executive Committee. Approved requests are forwarded to the OIT for implementation, with the requests prioritized within the list of pending OIT projects.
E. [bookmark: _GoBack]The Information Technology Executive Committee evaluates the request. If it decides that the request should not be approved, the request does not advance in the approval process. If the ITEC approves the request, it forwards its approval to the OIT, along with the project’s prioritization.
In all cases, the requester is notified when his/her request passes from one stage of the approval process to the next. 
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        OFFICE OF INFORMATION TECHNOLOGY

	IT Project Request Form

	Requester:
	Name
	

	
	Phone No.
	

	
	E-mail address
	

	Title of Request:
A short title of your request by which we can refer to it in our deliberations
	


	Request description:
Briefly describe what the request would accomplish






	


	Business justification:
What University goal(s) does the request meet and what is the purpose of the request, that is, what business need does it meet





	

	Estimated Cost to Maintain the Service
What will it cost, in both out-of-pocket and personnel costs, to keep the service or product operational
	

	Benefits projection:
What is the projected value of the project, that is, how much do you estimate it would save the University in direct costs, how much time would it save to accomplish necessary tasks, or how would it improve the services that UTA provides to our constituencies







	


Attach additional information if you wish
Send the completed form to: OITProjectrequest@uta.edu
Or send it in campus mail to: OIT - ARDC
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