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                          INSTRUCTIONS

Description:    This request form will help your programming department establish 

                         specific programming needs requirements. Make it a standard part of 

                         the programming request process to create an orderly approach to using 

                         the company’s programming resources.

Instructions:   Familiarize yourself with the form. Use it as is or modify to meet specific 

                          needs you have.


Step 1   Distribute the form with a documented process on how departments or 

                          clients should use the form in order to request programming changes.


Step 2   When a request is received, someone within IT should review the request, 

                          Its associated justification, and determine three things:

1. Whether the project is achievable and justified sufficiently.

2. Decide on a priority level.

3. Determine if sufficient detail and supporting documentation defines the request fully. If not, additional information should be requested from the requesting source.

Step 3    Log the request into the programming backlog list to be assigned to a 

               programmer at the appropriate time.


Information Technology

Programming Request                     No. ___________ 


Requested By:  _______________________   Dept.  _____________________

Request Date:   _______________  Priority Request  ______(High, Med, Low)

Supervisor Approval:  ________________________    Date: _______________

Description of Problem / Issue:  (Attach supporting documentation as needed)

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________


Justification:

Savings / Benefits (Be specific as possible): ____________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

IT Department Use Only

Est. Programming hours   _______   Comments :  __________________________________

Est. Benefit $ value          _______          _________________________________________

Est. Programming cost     _______          _________________________________________
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