JUSTIFICATION FOR INFORMATION TECHNOLOGY

 E-PROCUREMENT REQUEST
	Instructions
Complete all the questions in the appropriate sections as described below to provide the required justification and contact information for the E-Procurement request and attach this justification document to the IT requisition in E-Procurement. 
1. Complete Section I of this form to provide an overall justification for the purchase. 
2. If requesting the purchase of software, complete Section II. 
3. If requesting the purchase of hardware, complete Section III. 
4. Supply the name and contact information for the individual providing this justification in Section IV.


I.
General Justification Questions

A. Is this request for a new IT asset(s) (e.g., software and hardware such as computers, servers, etc.), or is it for the replacement/upgrade of an existing IT asset(s)? 

 FORMCHECKBOX 
  New IT asset(s)

 FORMCHECKBOX 
  Replacement/upgrade of existing IT asset(s)
Provide an explanation of why this purchase is necessary, and if this request is part of a larger purchase, include the purchase requisition numbers of all related requisitions.
	     


B. Explain the consequences/risks if this request is not approved. 
In your response, explain what the impact will be on the division/office/facility’s ability to meet its core mission if not purchased. 
	     


C. Are all non-recurring and recurring funds budgeted for this request? 

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

If yes, specify the Budget Code/Fund/Account Code, and provide an explanation if necessary.
	     


D. Is this request for software, hardware or both? (Select one and complete sections indicated)
 FORMCHECKBOX 
  Software (Complete Sections II and IV) 
 FORMCHECKBOX 
  Hardware (Complete Sections III and IV)

 FORMCHECKBOX 
  Software and Hardware (Complete Sections II, III and IV)
II.
Request to Purchase Software IT Asset(s)
Complete this section if the E-Procurement request is for the purchase of software, then proceed to Section IV. Complete Section III only if hardware is also included in the E-Procurement request.
A. Have you worked with DIRM to determine if existing software licenses are available to fulfill the need? 
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

If yes, indicate with which DIRM staff the division/office/facility worked and what the results of this effort were.
	     


B. Describe the type of license requested for purchase. (Check all that apply)
	 FORMCHECKBOX 
  Single User License
	 FORMCHECKBOX 
  Perpetual License

	 FORMCHECKBOX 
  Site License
	 FORMCHECKBOX 
  Annual License

	 FORMCHECKBOX 
  Other (describe below) 

     
	 FORMCHECKBOX 
  Software Assurance/Maintenance


C. Please list all non-recurring and recurring annual costs for the software requested for purchase.
	Non-recurring Costs =
	$     

	Recurring Annual Costs =
	$     


III.
Request to Purchase Hardware IT Asset(s)
Complete this section if the E-Procurement request is for the purchase of hardware, then proceed to Section IV.
A. Have you worked with DIRM to determine if existing hardware is available to fulfill the need? 

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No
If yes, indicate with which DIRM staff the division/office/facility worked and what the results of this effort were.
	     


B. If this request is for hardware replacement/upgrade, indicate the date of purchase and the asset tag number for the hardware to be replaced/upgraded. (Attach additional documentation as necessary to list all hardware to be replaced/upgraded.)
	Date of Purchase
	Asset Tag Number
	Date of Purchase
	Asset Tag Number

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


C. Is the hardware to be replaced/upgraded currently covered by a maintenance agreement or warranty?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No
If yes, describe the terms of the current agreement/warranty.
	     


D. Is the maintenance for the hardware to be replaced/upgraded renewable?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No
If yes, specify the renewal options.
	     


E. What is the cost to renew annual maintenance?
	Recurring Annual Costs =
	$     


F. Would this request to purchase replacement hardware result in the current hardware being available for re-deployment in the division/office/facility? 

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No
If yes, specify the number of each type of items that would be available for re-deployment.
	     


IV.
Contact Information for This Justification
Complete this section for all justifications submitted to DIRM. 
	Purchase Requisition #:
	     

	Division/Office/Facility:
	     

	Justification Completed by:
	     

	Telephone Number:
	     

	Fax Number:
	     

	E-mail Address:
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