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	Distribution Date:
	March 11, 2015

	To:
	[bookmark: _GoBack]NASA HQ Forms Owners and Forms Liaison Officers
User Action is Requested!

	Subject:
	New Request Process for HQ Forms

	Date/Time:
	Effective April 6, 2015

	What’s Happening:
	The process for requesting new HQ forms or revisions to existing forms is changing.  Effective April 6, requests must be submitted using the new NASA HQ form NHQ-1 (Request for New or Revised Headquarters Form), located on the HQ Electronic Forms Web page.  
Several training sessions will be held over the next few weeks.

	Action Requested:
	You are encouraged to attend a training session on this new process.  Calendar invites for all sessions will be sent to forms owners and forms liaison officers.  You only need to attend one session.  Please accept or decline the calendar invites at your discretion.

	Resources:
	For more information, visit HQ Electronic Forms Web page.

	Questions:
	Patricia Southerland, HQ Forms Manager, 358-0621

	Support:
	Enterprise Service Desk (ESD):  
· Web Site (submit ticket online): https://esd.nasa.gov 
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
IT Notice Archives    |     IT Outage Calendar    |    ITCD Products & Services
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