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OBJECTIVE:  To outline the procedural steps to be taken to request access to data stored in computerized files and data

bases.
PROCEDURE:
L Information Technology Project Request

A. When a District employee requests access to data stored in computerized files or data bases, an Information
Technology Project Request form will be completed and forwarded to the Information Technology
department through the employee's respective data systems manager and/or Vice President.

B. When a client (non-employee) requests access to data stored in computerized files or data bases, an
Information Technology Project Request form will be completed. On the "Action Requested" portion of the
project request form the client will specify the specific data items for which access is requested and the
justification for the request.

1. The request must be approved, in writing, by the Dean or department head responsible for the data
and countersigned by the appropriate Vice President.
IIL. The Director of Information Technology or designated representative will assign a member of the Information

Technology department to implement the technical work necessary to process the request.
A. The client will be notified in writing when the request for access has been completed.

B. Information technology staff members are exempt from this procedure.
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