	ICSD-137 OPERATIONS DOCUMENTATION CHECKLIST

Instructions


A. When Used

By Agencies to submit job documentation to ICSD Production Services Branch, Scheduling & Control Unit during the Testing Phase, Task 6.4, Conversion Phase, Task 8.0, and Implementation Phase, Task 3.2

B.
General

The form is the cover sheet for the ICSD PSB Production Job Documentation.  It identifies all the required procedures and instructions that are necessary for PSB to process a specific job. 

The form is designed to be completed online, downloaded, then emailed to DAGS ICSD PSB, Kalanimoku Basement at:  icsd.forms.psb.ctl@hawaii.gov.  If the form is emailed, it must be emailed from an email account that is clearly recognizable as belonging to the submitter identified in Item #3.  It may also be printed, and sent by fax to PSB at 586-1882 or sent to PSB via messenger.

C.
Form Item Usage:

1. Host.  From the dropdown menu select the system identification: A, B, E, F, G, or Server.  If Server is selected, please note that it refers to non-mainframe processing on any server ( i.e. FTP, Regatta, VPN, etc.) that produces output that PSB must handle via post-processing procedures.

2. Date Submitted.  The date of submission in the format m/d/yyyy.

3. From.  The name of the person submitting the Operations Production Job Documentation packet.

4. User Agency.  The name of the submitter’s department or agency.

5. Phone. The phone number and extension of the person submitting the request.

6. Subject.  After “For JOB:” enter OS job name using ICSD Naming Conventions.

7. Check If Included In This Packet.  Items marked “REQUIRED” must be included in the packet

8. Check When Completed.  A reminder list to be checked off when documentation packet is assembled. 

9. Check if Revised.   Check items being revised.  “REQUIRED” item must be included in revised packet. 

10. Effective Date of Revision.  Enter the date to implement the revision in the format m/d/yyyy.  Any revision must be submitted at least ten (10) working days before effective date.  New applications must be submitted at least fifteen (15) working days before effective date.
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11. To.  The name of the person to whom the Operation’s Production Job Documentation packet is forwarded.

12. User Agency.  The name of the department or agency of the submitter.

13. Seq No.  The tracking sequence number assigned to the documentation by the ICSD PSB Control Shift Supervisor. 

14. Date Returned.  The date the checklist is sent back to the submitter in the format m/d/yyyy.

15. Action.  ICSD PSB will check off the accepted or rejected box.  If documentation is rejected, the entire Operation’s Production Job Documentation packet along with ICSD-244 Operations Documentation Status will be returned to the submitter to be revised and resubmitted.
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