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Alternate Contact

A.  Business Reason for Connection

What is the desired end result?  A statement about the business needs of the proposed connection is required (attach additional 
sheets if necessary).

C.  In which direction will data be passed?

D.  Which entity owns the data to be shared?

Authority/Corporation Both Authority/Corporation and Outside EntityOutside Entity

E.  Sensitivity and confidentiality of the data as determined by the owner (check all that apply):

Confidential Not sensitive or confidential

Business Justification

Department Head Manager/Supervisor's Name

Phone No.

Authority/Corporation Sponsor Information

Part 2 

Part 1

With assistance from the Network Services team, the Authority/Corporation employee acting as the Outside Entity Sponsor completes  
Parts 1 through 3 and forwards the completed form to the IT Manager of Network Services in the Department of Information Technology 
(IT).  See the GUIDELINES FOR REQUESTING AN EXTERNAL NETWORK CONNECTION (TA-N3521-9A) and the NETWORK CONNECTION  
REQUIREMENTS (TAP-372) for additional information.

Sensitive

EXTERNAL NETWORK CONNECTION REQUEST
ATTACHMENT 1

Department

Physical Location/Building

E-mail address

DepartmentName

Phone No.Physical Location/Building

E-mail address

Manager/Supervisor's NameDepartment Head

Authority/Corporation to Outside Entity

Two-way information sharing

Data passed to third party

Outside Entity to Authority/Corporation

B.  What type of work will be done over the Network Connection?  What applications will be used?
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Which party will pay for the data connection and associated hardware? 

G.

Account Number: Job Number:

H.

1-20 21-40 More than 40 hours

Anticipated normal hours of use?

Other (specify):Monday - Friday  8:00 am - 5:00 pm Eastern Time

J.

Yes No

K.

For what period of time is the connection needed?

6 to 12 months More than 12 monthsUp to 6 months

Has Outside Entity entered into a Personal Services Contract, Engineering Services Agreement or other form of 
agreement which contains the Authority/Corporation's boilerplate language relative to external connections,  
confidentiality/non-disclosure of confidential information, and liability/indemnification?

Other useful information

Outside Entity Information

Name of Outside Entity:

F.

If payment is to be made by the Authority/Corporation, provide the following budget information:

Estimated number of hours of use each week?

I.

Is the data to be received critical to the recipient's business functions?

What is the requested installation date (minimum lead time is 60 days)?

L.

M.

N.

Business Justification (continued)

Main Phone No:

Main Office Address:

NOTE: If a connection is needed for more than a year, the Sponsor must annually: 

Part 2

Part 3 

EXTERNAL NETWORK CONNECTION REQUEST

Review the Connection Agreement; and

Ensure that Outside Entity generates and sends the Authority/Corporation a report showing which Outside 
Entity employees have access to the connection.

•

•

MM/DD/YYYY

 Yes (indicate when, and with whom, and provide contract/agreement's "C" or "D" number):

 No

Authority/Corporation Each party will pay for connection and associated hardware    Outside Entity
at its own site
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 Outside Entity Information (continued)

Management Contact Alternate Contact

Name

Department

Address

E-mail Address

Phone Number

Manager's Name

Manager's Phone Number

Technical Contact

Technical Support Hours:

If the application being accessed over this connection requires a usercode, please list the name and contact information for all 
Outside Entity employees and contractors who will have access (attach additional sheets if necessary).

Name (Last, First, MI) Phone Email

User 1

User 2

User 3

User 4

User 5

C.  Other useful information

Network Connection Requested By:

Signature of Authority/Corporation Sponsor Date

Authority/Corporation IT Manager of Network Services

APPROVALS

Date

Domain name(s):

Host name(s):

Part 3 

B.

Provide the name and contact information for the Outside Entity designated contact person(s).A.

Part 4 

Approved Disapproved

If approved, sign, date and forward to the next person listed.  Once all approvals are received, return to the Sponsor, with a copy to the 
IT Manager of Network Services.  If disapproved, sign, date, provide brief explanation (attach additional sheets if necessary) and return 
to Sponsor.

EXTERNAL NETWORK CONNECTION REQUEST

Comments:

Authority/Corporation IT Director of Systems Management Date
DisapprovedApproved

Authority/Corporation Information Security Officer Date
Approved Disapproved

Comments:

Comments:
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Alternate Contact
A.  Business Reason for Connection
C.  In which direction will data be passed?
D.  Which entity owns the data to be shared?
E.  Sensitivity and confidentiality of the data as determined by the owner (check all that apply):
Business Justification
Authority/Corporation Sponsor Information
Part 2 
Part 1
With assistance from the Network Services team, the Authority/Corporation employee acting as the Outside Entity Sponsor completes 
Parts 1 through 3 and forwards the completed form to the IT Manager of Network Services in the Department of Information Technology 
(IT).  See the GUIDELINES FOR REQUESTING AN EXTERNAL NETWORK CONNECTION (TA-N3521-9A) and the NETWORK CONNECTION 
REQUIREMENTS (TAP-372) for additional information.
EXTERNAL NETWORK CONNECTION REQUEST
ATTACHMENT 1
B.  What type of work will be done over the Network Connection?  What applications will be used?
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Which party will pay for the data connection and associated hardware?  
G.
H.
Anticipated normal hours of use?
J.
K.
For what period of time is the connection needed?
Has Outside Entity entered into a Personal Services Contract, Engineering Services Agreement or other form of 
agreement which contains the Authority/Corporation's boilerplate language relative to external connections, 
confidentiality/non-disclosure of confidential information, and liability/indemnification?
Outside Entity Information
F.
If payment is to be made by the Authority/Corporation, provide the following budget information:
Estimated number of hours of use each week?
I.
Is the data to be received critical to the recipient's business functions?
What is the requested installation date (minimum lead time is 60 days)?
L.
M.
N.
Business Justification (continued)
NOTE: If a connection is needed for more than a year, the Sponsor must annually: 
Part 2
Part 3 
EXTERNAL NETWORK CONNECTION REQUEST
Review the Connection Agreement; and
Ensure that Outside Entity generates and sends the Authority/Corporation a report showing which Outside 
Entity employees have access to the connection.
•
•
at its own site
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 Outside Entity Information (continued)
Management Contact
Alternate Contact
Name
Department
Address
E-mail Address
Phone Number
Manager's Name
Manager's Phone Number
Technical Contact
If the application being accessed over this connection requires a usercode, please list the name and contact information for all 
Outside Entity employees and contractors who will have access (attach additional sheets if necessary).
Name (Last, First, MI)
Phone 
Email
User 1
User 2
User 3
User 4
User 5
Network Connection Requested By:
Signature of Authority/Corporation Sponsor
Date
Authority/Corporation IT Manager of Network Services
APPROVALS
Date
Part 3 
B.
Provide the name and contact information for the Outside Entity designated contact person(s).
A.
Part 4 
If approved, sign, date and forward to the next person listed.  Once all approvals are received, return to the Sponsor, with a copy to the 
IT Manager of Network Services.  If disapproved, sign, date, provide brief explanation (attach additional sheets if necessary) and return 
to Sponsor.
EXTERNAL NETWORK CONNECTION REQUEST
Authority/Corporation IT Director of Systems Management
Date
Authority/Corporation Information Security Officer
Date
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