	ICSD-112 PROCEDURE NARRATIVE

Instructions


A. WHEN USED

This form is used to provide additional information for the PSB Scheduling and Control Unit and the Computer Operations Section.  Refer to ICSD-137 Operations Documentation Checklist for list of other forms that contain information that documents a job.

B. GENERAL

The form is designed to be completed online, downloaded, then emailed to DAGS ICSD PSB, Scheduling and Control Section, Kalanimoku B-30:  icsd.forms.psb.ctl@hawaii.gov.  It may also be printed, signed, and sent by fax to PSB, Scheduling and Control at 586-1882 or sent via interoffice mail.  If the form is emailed, it must be emailed from an email account that is clearly recognizable as belonging to the User Contact identified in Item #7.

C. FORM USAGE

SUB-HEADING.  From the dropdown menu under the Procedure Narrative heading, select the appropriate sub-heading for the form.  The choices are: Job Instructions,  File Retentions / Dispositions, Computer Section, or blank ( i.e. no selection from the dropdown menu).

1. HOST.  The host system job to run on.   Select A, B, E, F, G or Server from the drop down menu.

2. Page __ of __.  Include current page number and last page number.

3. Date Submitted.  The date that the Procedure Narrative is submitted to ICSD. Format = mm/dd/yyyy.

4. Effective Date.  The date that the procedure is to be effective.  Format = mm/dd/yyyy.

5. Department.  The name of the department or agency.  Do not use abbreviations.  For example, use LABOR instead of DLIR.

6. Division / Branch.  The name of the division and branch of the agency.

7. User Contact.  The name of the person in the agency who is primarily responsible for the job.

8. Phone.  The phone number and extension of the person identified in Item #7 User Contact.

9. OS Job Name.  The name of the job associated with the procedure narrative.

10. Descriptive Job Title.  A descriptive identification of the job.

11. System Or Procedure Name.  The name of the system or procedure.

12. PMS Code.  The Project Management System code associated with the system.

13. Reason For Procedure. A brief justification why the procedure narrative is needed and what it covers.

14. Procedure Step. An identification name for the job step.

15. Action To Be Performed.  A brief narrative detailing the actions to be taken.

16. Received By Control Clerk. The name of the control clerk who received the procedure narrative at ICSD. 

17. Received. The date (mm/dd/yyyy) and time (hh:mm am/pm) that the procedure narrative was received at ICSD/PSB. 

ICSD-112i   (Rev 11/09/2005)

