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Information Technology Notice (ITN) 

General Distribution (NASA HQ-wide) Process 

	Purpose: 

(Further expansion of title, if appropriate)
	To inform NASA HQ personnel of IT environment changes.

	Process History:
(List all previous versions, with dates)
	ODIN/ISEM ITN-001, (Version 1, May 10,2002)

	Originating Department:

	End User Support

	ISEM Process Owner (name):

	Carol Illemszky



	ISEM Process Owner (email):


	cillemsz@hq.nasa.gov


	ISEM Backup Staff (name):

	Rheba Silverstein

Daniel Goldberg

	ISEM Backup Staff (email):


	rsilvers@hq.nasa.gov
dgoldber@hq.nasa.gov 

	ISEM Department Manager (name):


	Richard Arnold

	ISEM Department Manager (email):


	rarnold@hq.nasa.gov


	NASA POC (name / title):


	Andrew J Schain

Manager IT Engineering, Code CI

	NASA POC (email):


	schain@hq.nasa.gov

	NASA Backup POC (name):


	Roger K Bullock

	NASA Backup POC (email):


	rbullock@hq.nasa.gov



PROCESS

NOTE 1:  The Information Technology Notice (ITN) staff should be given as much advance notice as possible prior to desired publication; at least 5 workdays are required.  The ITN staff requires 1-day (24 hours) notice, and Code CI requires that there be 3 days notice given to NASA HQ personnel prior to “an event”.  InfoCom Services requires 1-day (24 hours) notice to post an ITN.  Notices are sent out before or after normal business hours (7:30 a.m. to 4:30 p.m.) to minimize the impact on the email server.

1. When an Information Technology Notice (ITN) is required, the ISEM notice initiator will contact the ISEM ITN staff member (or designated backup) via email (itnotice@hq.nasa.gov).  For continuity, only one designated contact person from the initiating organization should interface with ITN staff.  The person selected must be fully cognizant of the requirements, and available at all times to ensure that the message is not delayed in process.  This person must also have the authority to make changes and speak with the customer if necessary.

It is imperative that NASA HQ Manager IT Engineering, Code CI approval to proceed has been granted.  The approval to proceed must be reiterated in the text of the email, and in the relevant box on the ITN Initiation form.  ITN work will not be started until the approval to proceed has been received.  The ISEM ITN initiator retains overall responsibility for ITN content, which must be positive in attitude, and succinct.  It is most important that the initiator remain available to ITN staff throughout the process.

2. EUS-0001A - the ITN Initiation form, to be completed by the initiator, is available in Process Tracker. 

3. If a question arises, ITN staff will contact the initiator via telephone, email, and/or pager for the appropriate answer.  It is the responsibility of the initiator to provide answers to questions, not ITN staff.

4. When the ITN is considered publication-ready, ITN staff will email a draft copy to the NASA HQ Manager of IT Engineering, Code CI for review and approval, with a courtesy copy to the initiator.  

5. The Manager of IT Engineering, Code CI, sends an email to ITN staff with either approval of the notice as written, or suggestions for additions/changes.

6. When the approval email is received, ITN staff will:

· Provide a copy of the ITN to the ISEM Code CI Web Curator for posting on the web at http://www.hq.nasa.gov/office/codec/codeci/whatsnew/itnote.htm.

· Forward the ITN to InfoCom Services at infocom@hq.nasa.gov for distribution.  A copy of relevant ITNs are also sent to the Help Desk Supervisor to alert staff in advance of possible forthcoming calls.  The email to InfoCom must contain instructions on when to send the message.  NOTE: InfoCom Services requires at least 24 hours prior notice to post an ITN.

7. It is the responsibility of ISEM ITN staff to provide timely responses to enquiries made by employees directly to IT Notice at itnotice@hq.nasa.gov.

COMMUNICATION REQUIREMENTS

The following personnel/organizations are active participants in this process

ISEM Staff

Customer Training and Education, Carol Illemszky, cillemsz@hq.nasa.gov / 202-358-2454

Rheba Silverstein, rsilvers@hq.nasa.gov / 202-358-1856

Daniel Goldberg, dgoldber@hq.nasa.gov / 202-651-8544

Code CI Web Curator, Ellwood Annaheim, eannahei@hq.nasa.gov / 202-358-0830
Help Desk Supervisor, Valerie Nixon, vnixon@hq.nasa.gov / 202-358-2895

ISEM ITN Initiator

NASA HQ Code CI Staff

Manager IT Engineering, Andrew Schain, schain@hq.nasa.gov / 202-358-0066

Roger Bullock, rbullock@hq.nasa.gov / 202-358-1332

Mary Shouse, mary.shouse@nasa.gov 202 358-0625

Other Organizations

InfoCom Services, infocom@hq.nasa.gov 

IT Notice, itnotice@hq.nasa.gov
LIMITATIONS

Applicable limitations on process execution (e.g., downtime)

ASSOCIATED PROCESSES / FORMS / CHECKLISTS

Other requirements for this process

EUS-TAC-0001-A - IT Notice Initiation Form 

TOOLS

Tools required for execution of this process

NOTES

This section is provided for additional notes 
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