ITSM Academy

Requirement Analysis Session Preparation – Worksheet

Please complete the following for your agency and bring with you to the Requirement Analysis sessions June 25-27, 2007.
If you have questions or need assistance completing this worksheet, please contact Melody Riley 503.945.7657 or Linda Kilgore 503.945.7004.
	Main Contact Name:
	

	Agency:
	

	Job Title:
	

	Phone:
	

	Email:
	

	Other Agency Representatives for this project:
	


1.) Agency Organizational Information

Describe how your agency is structured and the levels used to identify people in your organization.
Example:

DHS has a standard of 4 organizational levels: 

Level 1: Agency (i.e. Department of Human Services)

Level 2: Division (i.e. Administrative Services Division)
Level 3: Office (i.e. Office of Information Services)
Level 4: Unit (i.e. Customer Services and Support Unit)
2.) Agency Location Information

How does your agency identify location information for your support sites?  
Does your agency use the same location for tracking both service desk tickets and assets?
A. Check all that apply

 FORMCHECKBOX 
Street 

 FORMCHECKBOX 
City

 FORMCHECKBOX 
Zip

 FORMCHECKBOX 
Region

 FORMCHECKBOX 
District

 FORMCHECKBOX 
County

 FORMCHECKBOX 
Other: _____________________

B. If you selected “Region,” “District” and/or “Other,” please list options that would be selected.
Example: Value for “District” in DHS

· District 1 - Clatsop, Columbia, Tillamook

· District 2 - Multnomah

· District 3 - Marion, Polk, Yamhill

· District 4 - Benton, Lincoln, Linn

· District 5 - Lane

· District 6 - Douglas

· District 7 - Coos, Curry

· District 8 - Jackson, Josephine 

· District 9 - Gilliam, Hood River, Sherman, Wasco, Wheeler

· District 10 - Crook, Deshcutes, Jefferson

· District 11 - Klamath, Lake

· District 12 - Morrow, Umatilla

· District 13 - Baker, Union, Wallowa

· District 14 - Grant, Harney, Malheur

· District 15 - Clackamas

· District 16 - Washington

3.) Agency Asset Fields

A. ITAM Policy Hardware Asset Fields (select all that your agency will track)
	 FORMCHECKBOX 
 Asset Tag
	Asset Types

	 FORMCHECKBOX 
 Manufacturer
	 FORMCHECKBOX 
 Personal Computer

	 FORMCHECKBOX 
 Model #
	 FORMCHECKBOX 
 Printer/Plotter

	 FORMCHECKBOX 
 Description
	 FORMCHECKBOX 
 Network Router

	 FORMCHECKBOX 
 CPU
	 FORMCHECKBOX 
 Network Switch

	 FORMCHECKBOX 
 Disposal Date
	 FORMCHECKBOX 
 Network Hub

	 FORMCHECKBOX 
 Disposal Reason
	 FORMCHECKBOX 
 Network Bridge

	 FORMCHECKBOX 
 Date of Purchase
	 FORMCHECKBOX 
 Network Gateway

	 FORMCHECKBOX 
 Purchase/Lease
	 FORMCHECKBOX 
 Mainframe

 FORMCHECKBOX 
 MF Controllers

 FORMCHECKBOX 
 MF Tape Storage

 FORMCHECKBOX 
 MF Disk Storage

	 FORMCHECKBOX 
 Purchase Cost
	 FORMCHECKBOX 
 Server

	 FORMCHECKBOX 
 Requisition #
	 FORMCHECKBOX 
 Purchase Order #


B. In addition to the fields that are identified in the DAS IT Asset Management Policy, list the other fields that your agency would want to track in the identification of hardware assets.

	Field Name
	Field Type
	Description

	
	
	

	
	
	

	
	
	

	
	
	


C. Select all of the software/application asset information that your agency will need to track.

	 FORMCHECKBOX 
 Asset Tag
	 FORMCHECKBOX 
 Associate with User

	 FORMCHECKBOX 
 Manufacturer
	 FORMCHECKBOX 
 Associate with Vendor

	 FORMCHECKBOX 
 Version
	 FORMCHECKBOX 
 Associate with Contract

	 FORMCHECKBOX 
 Description
	 FORMCHECKBOX 
 License Type

	 FORMCHECKBOX 
 Platform
	 FORMCHECKBOX 
 Licenses in Use

	 FORMCHECKBOX 
 Disposal Date
	 FORMCHECKBOX 
 Licenses Available

	 FORMCHECKBOX 
 Disposal Reason
	 FORMCHECKBOX 
 License Keys

	 FORMCHECKBOX 
 Date of Purchase
	 FORMCHECKBOX 
 License Effective Date

	 FORMCHECKBOX 
 Purchase Cost
	 FORMCHECKBOX 
 License Expiration Date

	 FORMCHECKBOX 
Operating System
	 FORMCHECKBOX 
 Associate with Customer

	 FORMCHECKBOX 
 Requisition #
	 FORMCHECKBOX 
 Purchase Order #


D. List the other fields that your agency would want to track in the identification of software assets.

	Field Name
	Field Type
	Description

	
	
	

	
	
	

	
	
	

	
	
	


4.) Agency IT Support Structure

Describe your IT Support Organizational Structure, such as units within your IT organization, support group names and management levels. Include organizational charts.

5.) Describe how or if you categorize tickets within your support organization (i.e. Incident, Problem, Change, Request for service).
6.) List the fields your agency would need to associate with “People” information (support staff, vendors, customers).
A. Check all that apply.

 FORMCHECKBOX 
First Name

 FORMCHECKBOX 
Middle Initial

 FORMCHECKBOX 
Last Name

 FORMCHECKBOX 
Title

 FORMCHECKBOX 
Organizational Information

 FORMCHECKBOX 
Location Information

 FORMCHECKBOX 
Role in relationship to how people are defined in this application (i.e. support staff, vendor, customer, IT support manager, customer manager)

B. List any other attributes your agency would need to associate to the “People” fields. .

	Field Name
	Field Type
	Description
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