Instructions
 Information Technology Proposal Requests Cover Sheet 
MCA 2-17-505 states “It is the policy of the state that …information technology resources in the state must be conducted in an organized, deliberative, and cost-effective manner.” SITSD is required to examine the justification and methodology of each IT proposal and review and approve state agency specifications and procurement methods for the acquisition of information technology resources; and review, approve, and sign all state agency contracts and shall review and approve other formal agreements for information technology resources provided by the private sector and other government entities;  Therefore the CIO or his designee must sign all contracts, amendments to contract and statements of work (SOW) for information technology resources and all such contracts must include the rescission clause included at the end of these instructions. Use this cover sheet for all Information Technology (IT) acquisitions (contracts, purchasing hardware/software, “free” software downloads or requests for exceptions to standards/policies etc.) from the private sector or any governmental agency including SITSD.  Please direct questions to Kyle Hilmer at SITSD (444-5476).

This process does not replace nor supplant internal agency purchasing procedures or the requirements of the Montana Procurement Act (title 18 or MCA).  The State Procurement Bureau (444-2575) supervises the procurement of all supplies and services. Agencies should contact the State Procurement Bureau for assistance for any purchase over their delegated authority.  There are a variety of procurement resources at their website, http://gsd.mt.gov/procurement/forms.asp. For information on policies and standards see http://sitsd.mt.gov/Governance/IT-Policies or http://sitsd.mt.gov/VendorGateway (see “agency resources”).
This process is intended to be a paperless whenever possible.  Please note that although the space appears to be small, the fields expand to meet your needs. PLEASE be as complete as necessary to convey the important elements of your request. Do not leave fields blank. Incomplete forms are the primary reason for delays in approval. Complete this form and retain a copy for your records. Email the request along with electronic copies of any relevant documents (i.e. SOW’s for contracted services, project documentation, purchase orders, contracts etc.) to the Policy and Planning Services Bureau (PPSB).  A special outlook mailbox has been established for this purpose. Send all requests via email addressed to:
IT Requests@mt.gov
This cover sheet provides both general information as well as your justification for this proposal.  PPSB will establish a request number in field 3. If this is a follow-up to a previous submission, reference that # in the description (field 10). Field 6 is for those agencies that use their own numbering system. Agencies may use up to 3 separate numbers.  Field 7 provides for a brief descriptive name of your request. Use field 8 to indicate the type of proposal. Field 10 is an open-ended field to provide a complete description of the request. Field 11 provides you the opportunity to fully justify your request based upon the business needs of your agency. If there are specific legislative or federal mandates, be sure to reference them. If you have developed a business case, please submit it as well. Use field 12 to relate this request to your agency’s current IT Strategic Plan. Use field 14 to describe how this request fits into the larger picture for your agency. If this request is related to any earlier ITPR’s, list the dates and ITPR numbers of all previous requests. If your request impacts another agency, include details in field 15. Many times there is no current policy or standard governing your request.  If you are asking for an exception to an existing standard or policy, be sure to reference the policy/standard that you need an exception from. If you are sending additional information please do so electronically. If you cannot send it in electronic form, explain in field 17.  We will do our best to meet your time constraints. If there are time constraints, let us know of any specific time constraints such as pending price increases, federal or other deadlines but do not simply say ASAP. 
Title 18 MCA 
Many but not all ITPR’s will be regarding some type of procurement of goods or services. Montana law requires a competitive process for most procurement. The State Procurement Bureau (SPB) of the Department of Administration (444-2575) assists agencies in meeting the provisions of the procurement law in Montana. SPB has entered into agreements with various agencies where purchases within certain limits are administered by the agency. The Procurement Services Bureau of ITSD (PSB) manages the Master Contract for Information Technology Services. If you use the Master Contract for IT Services, you will use the Tier 2 procedure or justify an exception based on Sole Source or Business Need. More information/instructions on using the Master Contract can be found at http://sitsd.mt.gov/VendorGateway or by contacting Brett Boutin at 444-0515.

Contractor Information
If you are using the Master Contract for IT Services, simply use the Statement of Work (SOW) template to detail work to be performed, project requirements, responsibilities, schedules and payment provision.  If you are using an existing contract, tell us about that contract. If this is a new contract, use the state IT contract and attach it to the ITPR when available. In all cases, include statutory rescission language below and a signature line for the CIO as detailed below. All documents should be reviewed and approved by agency management and legal staff prior to submission to ITSD. 

The contractor is notified that pursuant to 2-17-514, MCA, the Department of Administration retains the right to cancel or modify any contract, project or activity that is not in compliance with the Agency’s Plan for Information Technology, the State Strategic Plan for Information Technology, or any statewide IT policy or standard.
______________________________  Date: ______________  ITPR #:_________________

Chief Information Officer (CIO)

Approval Notification
Please note that the ITPR Cover Sheet is not used for indicating ITSD approval of IT proposals. Following approval, ITSD will notify the agency by email and will send a signed hard copy of SOW’s or contracts or other documentation requiring a signature to the agency for their records. Contact your PPSB Business Analyst to work out details of processing signatures. 
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