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	ISEM IT NOTICE INITIATION FORM

To initiate an IT Notice, please complete this form and send it to the IT Notice mailbox at itnotice@hq.nasa.gov.  Some of the boxes on this form may not be applicable to your Notice – if so, type N/A in the space provided.  Every box should be completed.

The policy is 3 days notice prior to a scheduled event for NASA HQ customers.



	
	Response Column

	1. Approval to proceed granted by Manager IT Engineering, Code CI.

(Enter date of approval)
NOTE:  Pre-approval is required prior to IT Notice process initiation 


	

	2. Type of IT Notice

(General - NASA HQ-wide / Targeted Group / Outage / Virus Alert)


	

	3. IT Notice Title


	

	4. ISEM Designated Contact (responsible party)

· Full Name (last, first):

· Telephone Number:

· Email:


	

	5. WHY?  (What is the reason for this Notice?) (e.g., Customer Education / Outage Notification / Software Upgrade / New Application.


	

	6. BENEFITS

      (e.g., what benefit(s) will this

upgrade provide to the customer?  List features)


	

	7. WHEN should employees receive this Notice?

(Enter day/date)


	

	ISEM IT NOTICE INITIATION FORM (continued)



	
	Response Column

	8. WHEN is activity to occur?

(Enter day/date)


	

	9. TYPE OF DEPLOYMENT

(Manual or SMS?)


	

	10. IMPORTANT INFORMATION AND INSTRUCTIONS FOR USERS

Content here should be the crux of the Notice, for example:

Include information with regard to special installation instructions to the user – e.g., how to exit the DOS window if it appears in the installation cycle.


	

	11. Does this apply to:

a. MACINTOSH users

b. PC users

c. MACINTOSH AND PC users


	

	12. FOR OUTAGES ONLY

· There will be a network outage to:

      (e.g., upgrade software on HQ servers)

· The following service(s) will be unavailable during this time:

(list service(s) not available)


	

	ISEM IT NOTICE INITIATION FORM (continued)



	
	Response Column

	13. DISTRIBUTION

ONLY to be completed for Target Notices and for Outages if the distribution is to be a limited audience.  Since this list may be lengthy a separate sheet may be necessary.

NOTE:  It is the responsibility of the designated contact to provide ITN staff with a current, up-to-date list of user email addresses for distribution purposes for target audience notices.
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