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		CIT Information Systems Service Initiation Checklist


	

	Service Name:

	Section
	Question
	Comments

	1.0
	General

	1.01
	Has a basic review of similar application and/or services or alternative products been conducted? If yes, please list the names of the alternative products or services that have been considered.
	

	1.02
	Is the software certified by the vendor to be ADA compliant? Does it meet 508 standards for accessibility?
	

	1.03
	Does the software restrict Social Security Number or date of birth from being used as a primary identifier/key or as part of such a key?  
	

	1.04
	Will the system be used to store or manipulate student data? If so, is this data properly protected from improper disclosure as defined by FERPA? (Federal law)
	

	1.05
	Is all data stored by the software managed consistently with campus and OUR record retention, backup and storage policies, standards and guidelines?
	

	1.06
	Have campus computing committees been informed of the new service?
	

	1.07
	Is there or will there need to be any user policies/procedures put in place before going to production?
	

	2.0
	Technical

	2.01
	Will the software reside on a desktop computer or a server?
	

	2.02
	If the software will reside on a server, is the necessary IT infrastructure available to support it? This includes items such as network bandwidth, storage/server capacity, etc.
	

	2.03
	How long and how frequently must the software be down for maintenance? Does this meet user needs? For example, system can be down at times for maintenance and doesn’t require high availability (i.e., 24x7x365). Are SLAs needed? Monitoring? Netvigil, NOC, etc? Is there an agreed to maintenance window?
	

	2.04
	In case of “disaster,” is it acceptable for the system to be unavailable for a period of time? How is this determined?
	

	2.05
	Does the software use a database? If so, what kind? Can the database be supported by existing technical staff?
	

	2.06
	What operating system is required to run the software? Can it be supported by existing technical staff?
	

	2.07
	What is the software/system refresh plan? Product lifecycle.
	

	2.08
	If necessary has the data warehouse group been notified of any reporting requirements that will be handled through a central data warehouse?
	

	2.09
	Does the software/vendor provide API’s for use in integrating with other necessary campus systems, such as PeopleSoft, Blackboard, etc.? Are they needed?
	

	2.10
	For Web based applications, does the software integrate with CUWebAuth?
	

	2.11
	Is sensitive data properly secured and data communication encrypted, via SSL for example?
	

	3.0
	Support

	3.01
	What are the on-going support requirements and costs for the software? Please outline and be as specific as possible.
	

	3.02
	Who will use the service? Will it be limited to one user, a few users, one or more departments or courses, faculty, staff, students, the campus, the general public? Please estimate the number and types of users.
	

	3.03
	Who will be providing support for the service? Will it be the user (faculty/staff), department or college technical support staff, CIT? If known, please list the individual’s name.
	

	3.04
	Is training required to use and/or support the service? If yes, how will the training be provided and by whom? Is this included in the cost or an additional expense?
	

	3.05
	Is there user documentation available from the vendor? Is there an accompanying vendor web site?
	

	3.06
	What other campus units need to be involved to support implementation of the product if any? This includes functional offices, and/or departmental/central IT units that may need to integrate the product with existing campus business processes or IT resources.
	

	3.07
	Are both one time implementation funding and on-going support funding available?
	

	3.08
	Are there annual software support requirements? If so, what are the projected costs going forward? Are there limitations on how quickly annual maintenance costs can increase to control future year costs?
	

	3.09
	Has a business model been developed, is it free, is there a charge for the service? Has a budget been developed? Server Farm, NUBB, backup charges, servers on a replacement cycle and so forth.
	

	3.10
	Is there funding available for a CIT developed website customer/self service, service info, marketing, documentation, web content, feedback surveys, etc. in accordance with CIT Communications and Outreach recommendations.
	

	4.0
	Vendor

	4.01
	Contractor Information:  Please list the vendor’s website address and the name and phone number of someone who can be contacted for more information.
	

	4.02
	Is the software vendor experienced, reliable and viable for the foreseeable future? (E.g., how long has the vendor been in business? How large is their customer base for this software product/service, etc.?)  May not apply for Open Source applications.
	

	4.03
	Does the vendor have a clear pricing model for implementing the product? For example, what other hardware/software must be purchased (e.g. compilers, reporting tools, storage, servers, etc.)?
	

	4.04
	Does the licensing model for software support a separate Development, Test, and Production environment model without additional costs for Dev/Test environment licenses?
	

	4.05
	Does the vendor have a clear escalation path / procedures for system support to identify and resolve problems?
	

	4.06
	What is the vendor’s upgrade cycle and process?
	

	4.07
	Are we running the current version of software? Will it need to be upgraded prior or soon after production?
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