ICSD-002 DNS REQUEST

Instructions

A. When Used

This form is used to request ICSD to establish DNS services for the State Intranet and Internet or to modify or change requestor information.  A request for DNS services can be:

a. Request for a new sub-domain to the “state.hi.us” domain or to the “higov.net” domain.

b. Request for ICSD to host a miscellaneous domain acquired by the Requestor.

c. Change the Requestor information.

B. General

Please allow five working days for processing. This form must be typewritten and signed by the Departmental DP Coordinator.  A fax or a Xerox copy is not acceptable. Submit the completed and signed form to: 

Information and Communication Services Division

Public Information Access Section

Kalanimoku Building, Room B-20.

Requests for changes to records in the DNS tables may be done via phone or email after the initial form has been submitted by the Requestor.  Such requests require email confirmation or callback for verification, and shall be documented in Section C.

Section A:

1. DP Coordinator.  The full name of the departmental DP Coordinator.  

2. Dept/Div.  The name of the department and division of the DP Coordinator.

3. Email Address.   The email address of the DP Coordinator.

4. Phone.  The telephone number and extension of the DP Coordinator.

5. Signature of DP Coordinator.  The original signature of the DP Coordinator.

6. Date.  The date that the DP Coordinator signed the request.
Section B:

Section B is to be completed by the individual making the request for DNS services or updates.  Subsequent updates for a domain shall be accepted solely from the person listed in Section B.

7. First Name.  First name of individual making the request.

8. M.I.  Middle initial of individual making the request.

9. Last Name.  The last name of the individual making the request.

10. Dept/Div/Br/Sec.  Name of the Department, division, branch, section of the individual making the request.

11. Email Address.  The email address of the individual making the request.

12. Phone.  The telephone number, including extension number, of the individual making the request.

13. Fax. The fax number of the individual making the request.

Section C:

14. DOMAIN.  The domain that the request for DNS services or requestor information update is being made.

15. Date Required by.  The date by which the request should be completed by for testing purposes. The format for this field is mmm dd, yyyy.

16. DATE.  The date that DNS records/changes are submitted.  The format for this field is mmm dd, yyyy.

17. Requested DNS Information. Used to indicate what records are to be entered into the DNS tables.  It will also be used as a comment area by the requestor for explanation of the DNS request.  ICSD will use this area to document the history of DNS requests for updates.
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