[bookmark: _GoBack]Please read through the entire form and follow the instructions above each section to fill out the form completely.  A glossary of terms can be found at the end. If you need assistance with filling out this form, please contact the DII Service Desk at (802) 828-6620, option 1

General Information/Technical Contact Information:
Please list your specific agency and/or department/workgroup. Enter the name, title, mailing address, phone and email address of the individual who will be the primary site owner and contact person for DII. Enter the contact information for your agency or department IT support person

	GENERAL INFORMATION

	Name of State Agency or Department and Division, Office or Unit  (Be Specific)

	


	Primary Contact & Site Owner (Name and Title)

	


	Mailing Address

	



	Phone Number
	E-mail Address

	
	



	INFORMATION TECHNOLOGY CONTACT INFORMATION

	Name of Department/Agency IT Contact

	

	Mailing Address 

	



	Phone Number
	Email Address

	
	










Request Your Site

Do you need a simple site or a site collection? 

A site contains various SharePoint lists,  libraries, documents and pages of content. You may also have a limited number of sub-sites under it. The standard team site is the best solution for a workgroup team, project team or inter-agency workgroup. A site can be stand-alone or part of a larger site collection.

A site collection is a hierarchical collection of sites and is typically used for an Agency or Department level Intranet portal site anticipating the need for more sites. 

Intended purpose of site,
 i.e., basic team collaboration, file storage, Enterprise level/cross-functional work team,  Agency or Department level Intranet portal, publish content (no user collaboration) __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What type  of content will I put on my site:
i.e., Forms, Microsoft Office documents and/or content,  WIKI page, blog, etc.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	
How many users do you anticipate will access the site, now and for future use? ____________________________

Will the site or site collection be used exclusively by state employees or will it be used by employees and external business partners, providers, etc.?  If being used by External Users, they can access the Sharepoint Site by having a Microsoft Live account at no charge.  If you are interested in the process for a Microsoft Live account please let us know and we will get that information to you.  Information regarding Microsoft Live accounts are located here:
· What Is External Sharing
· How Do I get Started with External Sharing for SharePoint Online?
· SharePoint Online:  Instructions for External Users

Please check one:

Internal use only _________	Internal/External use__________



Standard Types of Sites we offer:

Basic Team Site –  (Site) Standard site for teams to create, organize and share information.  Examples of content would be: shared document library, form templates, team discussion board and lists. 

Enterprise Collaboration Portal (Site Collection) – A site hierarchy for an intranet divisional portal.  It includes a home page, a News site, a Site Directory, a Document Center and a Search Center with tabs.  Typically, this site has nearly as many contributors as readers and is used to host team sites.  This site is designed for presenting information and offers collaboration tools as well. 

Publishing Portal (Site Collection)– A Site hierarchy for an Internet-facing Agency or Department web site or large intranet portal. Typically, this site has many more readers than contributors and it is used to publish web pages. 

Other – There are many other out-of-the-box templates that are available to support a wide range of different activities. These are all different configurations of the standard SharePoint components (lists, libraries, etc.) arranged in a manner to support the specific activity for which the template was designed. Talk to us if your requirements fall outside the standard templates listed above.


	REQUEST CREATION OF A SITE OR SITE COLLECTION

	Type of Site requested:

	Basic Team site
	
	

	
	Enterprise Collaboration Portal
	
	

	
	Publishing Portal
	
	

	
	Other (please explain)
	
	

	Preferred Site Name:
	

	Site Title:
	

	Site Administrator:
	

	Phone number:
	

	Email address:
	



Site Access: 
Please fill out the table at the end of this form listing the people who need access to this site and the permission level for each individual. A description of the permission levels follows the table.

	
	Additional Comments – List any additional information that may be helpful that is not covered above.  

	

	

	

	

	



We the undersigned hereby authorize DII to create a SharePoint site for the above named purpose. We understand and agree that we are responsible for maintaining our site(s), managing user access and permissioning and that we own the content stored on the site. (Please refer to the SharePoint Governance Plan for details)


	Site Owner:

	
	
	
	
	

	Printed Name
	
	Signature
	
	Date

	
	
	
	
	



	Business Owner:

	
	
	
	
	

	Printed Name/Title
	
	Signature
	
	Date




	Information Technology Contact:

	
	
	
	
	

	Printed Name
	
	Signature
	
	Date


		
	Records Officer or Records Custodian:

	
	
	
	
	

	Printed Name
	
	Signature
	
	Date



Please enter this request as a LANDesk Request Support ticket (attaching this document to the ticket).  You can provide electronic signatures.  If you manually sign, then pink mail the signed hard copy to:

DII
 SharePoint Administrators
133 State Street, 5th Floor
Montpelier, VT 05633-0210

Below this line for DII use only
 
	FOR DII USE ONLY

	
LanDesk tracking number:
	

	Urgency: 
	Low:
	
	Medium:
	
	High:
	
	

	Date Request Received:
	
	By:
	

	Date Request Fulfilled:
	
	By:
	





Glossary of Terms:

Agency Name:
List the top level Agency, Department, Board or other entity name along with the specific business unit requesting the site. 
Example: Agency of Administration - Department of Information & Innovation

Business Owner:
The business unit department head, manager/supervisor, commissioner, agency secretary or whomever will own responsibility for the site, it’s users, content, security, etc. 
· This individual must sign the form above in the Business Owner box

Information Technology Contact:
This should be your IT support person for your workgroup/agency/department. If you don’t have any IT support, please put N/A in this field. While your IT group or contact is not responsible to maintain and/or support your site, we want them to be aware of what you are doing.
· This individual (if one exists) must sign the form above in the IT Contact box. If one doesn’t exist for your department/workgroup, etc., please put N/A here

Preferred Site Name:
We suggest limiting site names to 8 characters or less if possible – they could be initials or an acronym (ANR, DII, VTRANS, etc.). While they could be longer, we want to keep the overall URL of your site (and sub-sites) as short as possible. As sub-sites develop under your portal, site collection or site, the URL will get longer. We want to keep this as manageable and user-friendly as possible. The site name should reflect (to the extent possible) the name of your group, department, project, etc. It should be easy to read and understand – again to the extent possible. The default should be the agency or department name or abbreviation thereof.

In Sharepoint Online there are only two managed paths, unlike Sharepoint 2007 which had a number of managed paths.  The managed paths for Sharepoint Online are: 

https://vermontgov.sharepoint.com/sites/ and https://vermontgov.sharepoint.com/tesms/. There’s really no different between the two managed paths and we have been selecting /sites for most of the Sharepoint Site Collections that we create. 

Primary Contact/Site Owner:
This person will be the primary contact for DII regarding the site. This person will also be identified as the site owner. This may or may not be the same person as the business owner (above) depending upon your requirements and specific situation. This is the person who will take direct responsibility for the site and be the primary point of contact for DII in the event of problems.  
Example: You could define your Agency Secretary as the business owner and your department head as the site owner -- or -- your department head could be the business owner and you could be the site owner. 
· This individual must sign the form above in the Site Owner box

Records Officer/Custodian:
This is the individual in your agency/department/workgroup who has been designated as your Records Officer or Records Custodian. They have official responsibility to ensure state records in your agency/department are managed according to defined policies based upon State Statute. Since SharePoint will contain records that may be subject to these policies and/or statutes, we want the people in these roles to understand that data is being put into SharePoint.
· This individual must sign the form in the Records Office/Records Custodian box.

Site Administrator:
This is the individual who will actively manage the site, its content and its users. This person will also manage security/permissions for the site. We suggest that you limit this ability to one individual or two and possibly a backup. This individual does not have to be an IT person, but should be someone who understands their role and has (or will obtain) sufficient SharePoint knowledge to manage the site(s) in an effective manner and be consistent with the terms and conditions outlined in the SharePoint Governance Plan. The Site Admin could be the same person as the site owner (above) or not depending upon your specific requirements or circumstances.
· This individual does not need to sign the form.

Site Title:
The site title will appear on each page of the site.
Example:	Site name: DII
Site Title: DII Intranet Site

User Name:
Enter the first and last name of the user.



SPO Permission Levels:
One of the fundamental responsibilities of a site owner is to control who can access the site, who can work with site content, and who can make changes to the pages and functionality on the site. As a site owner, you can give some employees permission to read and change site content, and then give other employees only permission to read site content.
For example, on a site that describes employee benefits, the site owner wants only the people in the employee-relations department to add or update information on the site. However, everyone in the larger organization should be able to view the information. Granting specific permission to groups of people enables the site owner to control who can view data, who can add or change information, and who can manage content on the site.
Giving users access to a site requires the following steps:
1. Determining who needs access to the site and its content and what they need to be able to do with it.
2. Creating or customizing SharePoint groups for the site and assigning permission levels to them, or using the default SharePoint groups.
3. Adding Windows security groups and user accounts to the SharePoint groups for the site.
To effectively control site access, site owners need to determine who needs access to the site, what level of access they need, and what parts of the site to include in their permissions. The three core default SharePoint groups and their default permission levels are as follows:
· Owners     This group has the Full Control permission level, which enables group members to make changes to the site content, pages, and functionality. Full Control access should be limited to site owners only.
· Members     This group has the Contribute permission level, which allow group members to view pages, edit items, submit changes for approval, and delete items from a list.
· Visitors     This group has the Read permission level, which enables group members to view pages, list items, and documents.
· 
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NOT REQUIRED TO BE FILLED OUT – FYI, as you think about site permissions for your users.
	REQUEST SHAREPOINT ONLINE USER ACCESS
	
	

	User Name:    (First Last)
	Dept/ Name
	Email address:
	Phone Number:
	Site Permission Level
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