	ICSD-190 PROC/PARM REQUEST

Instructions


A. When Used

This form is used by the project manager or person responsible for maintaining an application system.  It is used when changes have been made to the system that require that updated versions of programs be placed in Production or when current versions need to be moved to Test so that modifications can be made.  

B. General

Only one action type can be requested on a form.  That action can also be specified for one source and one destination library.  Up to ten members may be specified.  

Submit the form to DAGS, ICSD, Production Service Branch, Scheduling and Control Unit, Kalanimoku Basement

C.
Form Item Usage

1. Action Type.  Click to select Move To, Copy To or Delete From.

2. Destination.  Click to select Production Library or Test Library.

3. Name.  The name of the person submitting the request.

4. Department.  The name of the department or agency of the person identified in Item #3.

5. Date.  The date that the request is submitted.  Format = m/d/yyyy

6. Phone No.  The phone number of the person identified in Item #3.

7. FROM Library.  The name of the library from which the source is to be moved, copied or deleted.

8. TO Library.  The name of the library to which the source is to be moved or copied.  This is to be left blank if the Action Type is a delete. 

9. Member.  The name of the member in the library listed in Item #7 that is to be moved, copied or deleted.  Up to 10 members can be specified on one form, however they must all be in the same library.

10. Reason for Move/Copy.  A short statement that documents the reason for the request to move or copy the member.

11. Authorized by.  The name of the person who has the authority to request the action.  

12. Signature.  The signature of the person listed in Item #11.  This field may be left blank ONLY when the request is emailed from the email account of the person listed in Item #11.

13. Date.  The date that the person listed in Item #11 signed the request.

14. Comments.  Any comments, remarks, or special instructions that clarify the request.

For ICSD Production Services Branch Use Only
15. Member Moved/Copied to Test by.  The name of the ICSD Clerk who performed the requested action to move or copy a member to the Test library.  The date in the format m/dd/yyy and time in 24-hour military clock format hh:mm that the action was taken.

16. Member Moved/Copied to Production by.  The name of the ICSD Clerk who performed the requested action to move or copy a member to the Production library.  The date in the format m/dd/yyy and time in 24-hour military clock format hh:mm that the action was taken.
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