	ICSD-240 PROJECT MANAGEMENT SYSTEM (PMS) CODE REQUEST
Instructions


A. When Used

This form is prepared by Agency and ICSD personnel to request the update of project management tracking.

B.
General

This form is used to document, record, and track the status of projects and the PMS codes that are associated with the projects.  

The form is designed to be completed online, downloaded, then emailed to DAGS ICSD PPMO, Kalanimoku B-10 at:  icsd.admin.ppmo@hawaii.gov.  It may also be printed, and sent by fax to ICSD PPMO at 586-1922 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 person identified in Item #1 FROM.

C.
Forms Items Usage:

1. FROM:  The name of the person and the agency that is submitting the memo request.

2. Date.  The date that the request for assignment of PMS code was made.

3. Action.  Select Add, Change, or Delete from the drop down menu.

4. PMS Code.  The three character Project Management System code

5. Project Title.  The title of the project. 

6. Approved By.  Reserved for the name and signature of the ICSD person who approved the PMS code assignment action.  If the notification of approval from ICSD to the requestor is emailed, the ICSD signature is not required as long as the email is sent from an email account that is clearly recognizable as belonging to the approving person.

7. Date of Approval.  The date that the person identified in Item #6 approved the request.

8. Project Description.  A narrative detailing all major aspects of the project.

9. Goals and Objectives.  A list of the goals and objectives that the project is to satisfy.

10. Benefits to the State.  A narrative listing and detailing all the tangible and intangible benefits that would be realized by the State when the project is completed. 

11. Time Frame of the Project.  A narrative quantifying the length of time that the project will take in order to be completed.

12. Current status.  A narrative detailing the status of the project at the current time. 
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