DI-3400 April 2008
IT HAT Request Form
 (Instructions for electronic completion on page 2)

Request Type (choose only ONE):     New Product  FORMCHECKBOX 
     Technical Refresh  FORMCHECKBOX 
      Product Issue  FORMCHECKBOX 
  

Product Type (choose only ONE):     Hardware  FORMCHECKBOX 
     Software FORMCHECKBOX 
     Other  FORMCHECKBOX 
   
	1.  Request Title (Product/Model):  
	2.
Request Number:


	3.
Requestor:  
	4.
Date:  

	5.
Bureau:  
	6.
Phone:  

	7 
Priority:   FORMCHECKBOX 
  Routine
 FORMCHECKBOX 
  Emergency
	8. Product Tested (attach results)  FORMCHECKBOX 
   Yes    FORMCHECKBOX 
     No

	9.  Product meets specifications:  EPEAT registered   FORMCHECKBOX 
    Hardware  FORMCHECKBOX 
     Software FORMCHECKBOX 
     

	10.
Detailed Description of Action Requested:       

	11.
Supporting Documentation:

     


	12.   Assessment on Risk, Impact, Security, and Cost Benefit:      

	13.
Point of Contact:  
	14.
Phone:  

	15.
Bureau/Location:  

	16.  Related Requests:        


	17.  Presentation Date:    

	18.
Decision Date:    


	19.
CTOC Assessment:  

	20.
CTOC Chairperson:  


Was the Web-Site Updated (choose only ONE):     Yes  FORMCHECKBOX 
     No FORMCHECKBOX 
     N/A  FORMCHECKBOX 
   
This form is unclassified.

Completing the Form Electronically

1.
Press the tab key to progress through the textboxes in order, or insert your cursor into a textbox to enter or change data.

2.
To select a checkbox option, click in the box (it will toggle on and off with each click) or type an “x” in the box.

3.
Textboxes will automatically expand in length as needed.

4.
To keep subsequent paragraphs within a textbox from autonumbering:

· Select AutoCorrect from the Tools pull-down menu and select the AutoFormat As You Type 

· Ensure the following settings are UNchecked:

· Automatic bulleted lists

· Automatic numbered lists

Field Descriptions

Request Type:  The type of request to the CTOC
Product Type:  The type of product (Hardware, Software, or Other) that will be used.

1. Request Title:  The title of the Request (normally the product name with serial, model, or version number).

2. Request Number:  The Administrator assigns and enters the Request number for tracking purposes.

3. Requestor:  Name of the CTOC Representative who is sponsoring the Request.

4. Date:  Date on which the Change Manager receives the Request.

5. Bureau:  Bureau submitting (sponsoring) the request.

6. Phone:  Sponsor’s telephone number.

7. Priority:  Urgency of the request.  The Change Manager will verify these fields. 

8. Product Tested:  Identify if the product was tested by an approved DOI test lab.

9. Product Meet Specification:  Identify if the product meets the DOI minimum standard requirements.
10. Detailed Description of Action Requested:  Summary of the nature of the request with clear business and/or technical requirements.

11. Supporting Documentation: References or links to background documentation, such as an evaluation report or security configuration. Due to limitations in Word forms, active hyperlinks cannot be added to the form, but the pathname/URL can be typed in.
12. Assessment on Risk, Impact, Security, and Cost Benefit:  Detailed explanation of risk, impact, security, and cost benefit.   

13. Point of Contact:  Technical Point of Contact/Originator.

14. Phone:  Technical Point of Contact’s/Originator’s telephone number.

15. Bureau/Location:  The Technical Point of Contact’s/Originator’s office.

16. Related Requests:  Numbers of prior Requests (or Board Action Requests) related to this Request (e.g., the Request approved for the prior version). Number(s) of any associated Requests should be listed here.

17. Presentation Date:  Date the Request is presented to the CTOC.
18. Decision Date:  Date the final recommendation for this Request is received.
19. CTOC Assessment:  Results of recommendation and link to the results page (web-site).
20. CTOC Chairperson:  CTOC Chairperson at time of final recommendation.

Note:  The blue-shaded areas of the form are completed by the HAT Support Staff.







