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Server Request Form

Bureau of Information &
Telecommunications


[bookmark: Text26][bookmark: _GoBack][bookmark: agency][bookmark: address][bookmark: city][bookmark: POC][bookmark: POCtitle][bookmark: email]Please complete this form if you would like to request a new server.
Email the completed form to:  Automatic.BITHelpDeskResponse@state.sd.us
Questions can be sent to:  BIT.DCServerRequests@state.sd.us
Date (mm/dd/yy):      

AGENCY INFORMATION
Agency/ Department:     
Division:      
Address:     
City:     
Contact Name:      
Contact Title:     
E-mail Address:     
Phone Number:      
PRIMARY SUPPORT CONTACT
Contact Name:     
Contact Title:     
E-mail Address:     
Phone Number:     
Will the primary support contact be the responsible for application support issues? Please list if different.      
[bookmark: integration]Give a brief description of what the system does and list any existing systems that the new system will interact with.  (SQL services, file services, web services, ftp/sftp, etc.):     

Please list any operating system roles required.      
[bookmark: Text35]
Please list any physical requirements for the server.  (Serial port, USB dongle, etc.):     

SERVER USAGE
|_|Production/ UAT (User Acceptance Testing)

|_|Test/Development




SERVER REQUEST TYPE (Select all that apply)
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4]
|_|Application Server (Complete Section II)

|_|Web Server (Complete Section III) 

|_|Database Server (Complete Section IV) 

|_|File/Print Server (Complete Section V)

SECTION I – Server Details (Required for all server requests)
	Complete this section as part of your request.
	OPERATING SYSTEM

	Select an operating system for the server.
	Choose an item.

	What are the memory requirements? (GB)
	     

	How Many CPU’s are required?
	     

	SOFTWARE

	Are there any additional software installation requirements?
	     

	Will the software be BIT or vendor installed?
	     

	Who will be the person responsible for software installation and support?
	     

	STORAGE

	What is the OS drive size? (GB)
	     

	What is data drive size? (GB)
	     

	Are there any other data drives needed?
	     

	What types of files are being stored?
	     

	What is the size of the files being stored?
	     

	What is the quantity of files being stored?
	     

	How much storage (GB) is required in the first year? (excluding the system drive)
	     

	Which percentage of growth per year best fits your projections?
	|_|[0%-10%]     |_|[10%-50%]   |_|[+50%]

	BACKUP
	

	Do you require data backup?
	[bookmark: Check5][bookmark: Check6]|_|Yes     	 |_|No

	If you require a data backup, how long does that data need to be saved?
	[bookmark: Text9]|_|Default(13 months)    |_|Unknown                  |_|Other      

	What is the block size?
	|_|Default (4K)     |_|Unknown   |_|Other      

	Will the server need to be backed up more than once a day due to data loss between backup windows?
	|_|Yes     	 |_|No
If Yes, Please Explain      

	DISASTER RECOVERY
	

	How much downtime in hours can the server take?
	     

	What is the process to rebuild the server or bring it back online?
	     

	If a rebuild is needed who will be responsible to reinstall the software and will vendor involvement be needed?

	     

	NETWORK

	Will the server require access to the internet?
	[bookmark: Check37][bookmark: Check38]|_|Yes	                             |_|No

	Is the server located in the DMZ or internal network?
	     

	Are there load balancing requirements?
	     

	Will any firewall rules be needed?
	|_|Yes     	 |_|No

	List the firewall rules needed.  
	     

	SYSTEM UPDATES
	

	Are there any concerns with automatic windows update services?
	|_|Yes     	|_|No
If Yes, Please Explain      


	Who will be the person responsible for application testing after updates have been applied?
	     

	Who will be the person responsible for application updates and testing?
	     

	ACCESS

	What user accounts need access to the server?
	     

	What type of user access is required for users listed above?
	[bookmark: Text1]     

	How many users will simultaneously be accessing the system?
	     

	Who needs access? (Select all that apply)
	[bookmark: Check7][bookmark: Check8][bookmark: Check9]|_|State Employees
|_|Vendors
|_|Public


	Is access required from outside the state network?
	|_|Yes     	               |_|No

	Are there any special administrative access requirements?
	|_|Yes     	|_|No
If Yes, Please Explain      



	AVAILABILITY

	When will users be accessing the system? 

Standard Maintenance Times : Tuesdays 3am – 7am
	[bookmark: Check15][bookmark: Check16][bookmark: Check17]|_| M-F 07:00-018:00 CST  |_|M-F 24x7	           |_|24x7 (with standard maintenance window exception)

	FTP REQUIREMENTS

	Is File Transfer Protocol (FTP) required?
	[bookmark: Check18][bookmark: Check19]|_|Yes	|_|No

	Is Secure File Transfer Protocol (SFTP) required?
	|_|Yes	|_|No





SECTION II – APPLICATION SERVER REQUIREMENTS
	Complete this section if you are requesting an Application Server.
	APPLICATION SERVER SPECIFICS

	Is there a technical specifications document for the application?
	|_|Yes	|_|No
If yes, attach documentation to the request.

	ADDITIONAL INFORMATION/COMMENTS

	Please provide any other information or comments that you feel will be helpful in describing your hosting needs.
	     




SECTION III – WEB SERVER REQUIREMENTS
	Complete this section if you are requesting a Web Server.
	WEB SERVER SPECIFICS

	Is Secure Socket Layer (SSL) certificates needed?
	|_|Yes	|_|No

	Will SSL be configured on the server or through the F5?
	     

	Is load balancing required?
	|_|Yes	|_|No

	What platform is needed?
	Choose an item.
	Is there any third party tools required on the web server? 
	|_|Yes	|_|No
If Yes, Please Explain      

	Describe how the web server will be used and indicate whether there are any dependencies with other systems.
	[bookmark: Text32]     

	Is there a technical specifications document for the web server?
	|_|Yes	|_|No
If yes, attach documentation to the request.

	ADDITIONAL INFORMATION/COMMENTS
	

	Please provide any other information or comments that you feel will be helpful in describing your hosting needs.
	[bookmark: Text33]     






SECTION IV – DATABASE SERVER REQUIREMENTS
	Complete this section if you are requesting a Database Server.
	DATABASE SERVER SPECIFICS

	What type of access is required? (check all that apply)
	[bookmark: Check22][bookmark: Check23][bookmark: Check24][bookmark: Check25]|_|None	|_|Write
|_|Read	|_|Modify

	How many SQL server licenses are required?
	[bookmark: Text14]     

	Please select the platform for the database.
	SQL
	What is the expected volume of transactions per hour?
	[bookmark: Text15]     

	What are the database(s) storage requirements?(GB)
	Initial                           First Year      

	Can the database(s) exist in the shared SQL environment or a named instance?
	     

	Describe how the database interacts with the application.
	[bookmark: Text18]     

	Is there any third-party tools required to be installed on the database server?
	|_|Yes	|_|No
If Yes, Please Explain      

	Are there any SQL server settings that may need to be taken into account which are considered non-standard?
	|_|Yes	|_|No
If Yes, Please Explain      

	Is there a technical specifications document for the database?
	[bookmark: Check33][bookmark: Check34]|_|Yes	|_|No
If yes, attach documentation to the request.

	Who is the primary contact for the server/database?
	     

	What state agency is the database/server supporting?
	     

	Describe any maintenance or backup operations to be performed by BIT.
	     

	ADDITIONAL INFORMATION/COMMENTS

	Please provide any other information or comments that you feel will be helpful in describing your hosting needs.
	[bookmark: Text20]     






SECTION V – FILE/PRINT SERVER REQUIREMENTS
	Complete this section if you are requesting a File Server.
	FILE/PRINT SERVER SPECIFICS

	Describe how the file/print server will be used and indicate whether there are any dependencies on other systems.
	     

	Is there a technical specifications document for the application?
	|_|Yes	|_|No
If yes, attach documentation to the request.

	Is there a large amount of static data?
	|_|Yes	                             |_|No

	ADDITIONAL INFORMATION/COMMENTS

	Please provide any other information or comments that you feel will be helpful in describing your hosting needs.
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