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State of Wyoming

           OCIO Tracking #:  ____-___-____


Office of the Chief Information Officer
IT REQUEST FORM


	*Agency Contact Information

	Date Submitted
	     
	Agency/Division Name 
	      /      

	IT Contact Person
	     
	Phone/Email Address
	   -                @     

	Fiscal Representative
	     
	Phone/Email Address
	   -                @     

	*Budget Information

	Type of Request
	 FORMDROPDOWN 

	Funding Source
	 FORMDROPDOWN 


	Amount Requested
	     
 (or FTE Annual Salary)
	Budget String
	FY-Agy-Div-Unit-Fund-Appr-Obj

	
Amount Requested
	     
	
Second Budget
	FY-Agy-Div-Unit-Fund-Appr-Obj

	
Amount Requested
	     
	
Third Budget
	FY-Agy-Div-Unit-Fund-Appr-Obj

	Prior OCIO Review &
	(1)   FORMDROPDOWN 
- FORMDROPDOWN 
-
	Credit Card Purchase                        
	 FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO

	
Approval #
	(2)   FORMDROPDOWN 
- FORMDROPDOWN 
-
	State Contract
	 FORMDROPDOWN 


	*All IT Requests
* This information is used in your approval document.  Please be accurate.

	Product/ Service Type *
	 FORMDROPDOWN 

	Quantity
	     

	Vendor *
	Supplier, not manufacturer
	Brand/Version
	Brand/Model/Version

	Replacement Item(s)

	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	 If yes, identify what is being replaced

	Vendor Quote Included
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	SOW Included
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

	Bid Waiver Included
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Contract Amendment
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

AMD No.   

	FTE/AWEC Requests

	 FORMCHECKBOX 
  FTE         FORMCHECKBOX 
  AWEC
	Position #:      
	start date        
	end date      

	New position
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	If no,  FORMCHECKBOX 
 repurposed
 FORMCHECKBOX 
 reassigned
 FORMCHECKBOX 
 transfer to new agency

	Classification:      
	Title:      

	Project/Job Function
	Identify project/duties for this position

	*Purpose/Justification/Deliverables 

	Brief but complete explanation/justification of request, including expected deliverables.
AWEC:   -  


	Processing Procedure

	· NOTE:  A completed form must be submitted with all IT contracts sent via AG’s HEAT system.

	· Agency completes this form and submits to the OCIO via email to OCIO@wyo.gov or via HEAT.

	· OCIO analysts review and work directly with agency POCs on all questions/changes/corrections.

	· An approval will be sent to the submitter via email with Procurement instructions.


*Required for all Requests 
Rev. 02/2012
IT Request Form

