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Dept: Information Systems 
Purpose: To describe the procedures for submitting a SIMS Task Request and tracking it to completion.

Procedure:
SIMS Task Request forms will be prepared by the SIMS users and submitted to the SIMS Applications Manager in CITS.  A new form should be completed for each request for enhancement, maintenance or error reporting.  Any questions on completing the SIMS Task Request should be referred to the SIMS Applications Manager.

1. The requestor completes the Requestor Information section as noted.  Be sure to include a detailed description of the request and attach any supporting documentation, such as reports, and other examples.

2. The requestor forwards the form to:




SIMS Applications Manager




Center for Information Technology Services



601 West Lombard Street




Fax: 410-706-1500

3. The SIMS Applications Manager completes the SIMS Applications Manager Use ONLY section and the associated QASG0079 SIMS Task Request Tracking Log.  If necessary, the manager will obtain more detail on the task, to ensure that the requirements are clear.

4. The CITS Information Systems Engineer (ISE) assigned to the task, completes Page 2 of the Task Request by documenting, in detail, the Description of Work Performed.

5. Once the task has been completed, the CITS Applications Manager will obtain task approvals as indicated and file the completed form in the completed SIMS Task Request binder.
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