Bergen Community College

Office Information Technology

Colleague Task Request


Section 1

Date of Request:
     


Name:


     
Telephone Number:
     


Date Required:

     
Section 2
Indicate Priority of Request and Why?

 FORMDROPDOWN 

     
Section 3
Task Requested: (Check all that apply)

 FORMCHECKBOX 
 Report
 FORMCHECKBOX 
 List

 FORMCHECKBOX 
 Labels
 FORMCHECKBOX 
 Request to Fix Bug

 FORMCHECKBOX 
 Enhancement Needed

Please give a description and for reports, supply a sample of report format:

     
Section 4
User Liaison:
 FORMDROPDOWN 

Comments:

     
Section 5
Project Status:

Programmer Assigned:
 FORMDROPDOWN 





Date:
     
Current Status:
 FORMDROPDOWN 

Date:
     
Signature of Requestor is required at the completion of project

Project Acceptance:







Date:
     

Please send to (e-mail) the completed form to:
 Lorraine Smith
Instructions:
Sections 1 through 3 are to be filled in by the person making the request



Section 4 is to be filled in by your User Liaison



Section 5 is to be filled in by the Applications Programming Manager 

                             
Section 6 and 7 are to be filled in by the Programmer
Section 6 (OIT Only)
Project Documentation:

List all Screens, Programs, Subroutines, I-Descriptors and Procedures Created or Modified.

     
Section 7 (OIT Only)
On-going Project Status:

(Indicate any/all project status changes, notes, memos, etc. and date the occurrence below)
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