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	Distribution Date:
	January 21, 2015

	To:
	NASA HQ IT POCs   Action may be required.

	Subject:
	ITCD Physical Inventory Audit of HQ IT Equipment

	Date:
	January 20 – February 13, 2015

	What’s Happening:
	ITCD is conducting an audit of all ACES and Government-owned printers, desktops/laptops, monitors, mobile devices, air cards and MiFi devices, and tablets at NASA HQ. The intent of this audit is to verify and conduct a data cleanup of information tracked on these assets. Once the asset information has been verified and updated, this information will be uploaded into the Headquarters Asset Management System (HAMS). 
Thank you for your support with this effort. We are confident this audit will greatly increase our ability to accurately track the hardware assets under ITCD management. 

	Action Required:
	· Notify your users that an ITCD audit team will be performing an audit of their assets and will need access to their workspace. 
· Be available to answer questions and help with locating certain employees, if necessary. 

	Schedule:
	We will coordinate with you before the ITCD audit team comes through your organization.
	Dates
	Floors

	January 20-23
	4th

	January 26-30
	Concourse, 1st, 2nd

	February 2-6
	3rd, 5th, 6th

	February 9-13
	7th, 8th, 9th




	What to Expect:
	Audit Team:
· The audit team will be comprised of 4-6 members.
· A team of two will be assigned to a floor and will visit each workstations, office, conference room, and printer space to perform a physical audit of ACES and Government-owned assets.
· The audit team will have a laptop with a “Master List” of asset information that has been provided by ACES and HITSS.
· The audit team will physically check and verify the information on each asset and make notes to the “Master List.”
· The audit team will make every effort to minimize disruptions.
Approach:
· The audit team has regular check-ins scheduled with the following people to maintain the audit inventory schedule, manage communication, and minimize the disruption of this effort to the day-to-day work of NASA employees:
· Linda Hong (ITCD Systems Operation Branch Chief)
· Stanley Artis (ITCD Customer Service Branch Chief)
· Jeff Anderson (ITCD Asset Manager) 
· It is estimated that it will take 3-5 minutes to verify each asset.
· The table below shows a list of all the hardware the audit team will check along with the information they will be verifying:
	Audit Verification List

	Product
	Verify this information

	Printer
	Asset Tag, Serial Number, Physical location of asset, Assigned User

	Desktop/ Laptop
	Asset Tag, Serial Number, Physical location of asset, Assigned User

	Monitor
	Asset Tag, Serial Number, Physical location of asset, Assigned User

	Mobile Device
	Mobile Number, Physical location of asset, Assigned User

	Air Card/ MiFi Device
	Make, Model, and Service

	Tablet
	Serial Number, Physical location of asset, Assigned End User




	Additional Information:
	HQ Physical Inventory Audit of IT Equipment Web page 

	Questions:
	Jeff Anderson, IT Asset Manager, ITCD, 358-1348
Linda Hong, Chief, Systems Operations Branch, ITCD, 358-0462
Marcellus O'Connor, Project Lead, BAH

	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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