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To submit an IT Support Announcement request, please complete each item below and provide a detailed description of the event in layman’s language. When you are finished, send the form via email to the ITSupport Coordinator  at (ITSupportCoordinator@USPTO.gov). If you need further assistance, contact IT Support Coordinators.

Note: Please ensure that all details relevant to impacted customers are clearly identified on this 
form. Schedule your change in advance to ensure that it is briefed at the Change Scheduling Meeting and posted within the three-day notification period to customers. Please contact the IT Support Coordinator if the planned change is postponed or cancelled.

1. Change Record Number: 

   
2. Date the change will be briefed at the Change Scheduling Meeting (held Tuesday at 1:00 PM in Madison East, 3rd Floor, Room 3C45, OCIO Conference Room): 

     
3. Submitted by: (Name and Phone) 
     
Technical Point of Contact: (Name and Phone) 

     
4. Event Date, Start and End Time: (Include start time and end time along with the date for each, such as starting at 8:00 AM on 10/02/01 and ending at 6:00 PM on 10/03/01)
     
List specific AISs and/or servers impacted:

     
5. Provide a detailed description of the event in language targeted towards and easily understandable by the audience/customer who is impacted by this event:

     
List those customers who are impacted by this event. (For USPTO Employees, please specify which office or customers within the organization. For External/Public Customers, specify which systems they will not be able to access in language they will understand.)
     
6. Will this change include a software push to client workstations? Yes or No
7. Does the event require action by the customer? (e.g., log out of Outlook and leave workstation on and locked to receive software push, reboot workstation, etc.) If yes, please describe.
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