	[image: image1.wmf]
	DEFENSE INFORMATION SYSTEMS AGENCY
DEFENSE INFORMATION TECHNOLOGY CONTRACTING ORGANIZATION
P.O. Box 25857

SCOTT AIR FORCE BASE, ILLINOIS 62225-5406


IN REPLY
REFER TO:Plans, Programs & Analysis (DT43)


7 December 2000

SUBJECT:
Notice to Customers (NTC) 06-00, TSR/TSO E-mail 



Addressing

1.
The purpose of this NTC is to clarify how Telecommunication Service Requests and Telecommunication Service Orders (TSRs/TSOs) sent via e-mail should be addressed.  The following is provided to aid in submitting TSRs and TSOs to DITCO for leasing actions and/or establishing Communication Service Authorizations (CSAs) for billing:



a.
The TSR/TSO must be sent within the body of the e-mail rather than as an attachment.



b.
All TSRs/TSOs requiring DITCO Scott action must contain DITCOATD@SCOTT.DISA.MIL as an e-mail TO addressee.  Additionally, if the TSR/TSO requires Alaska Field Office action, ensure DITCOAKO@ELMENDORF.DISA.MIL is also an e-mail TO addressee, and if the TSR/TSO requires Pacific Field Office action, ensure CMDRDITCO-PAC@PHARBOR.DISA.MIL is also an e-mail TO addressee.  If the TSR/TSO requires DITCO Funding Office action, also ensure FINANBIL@SCOTT.DISA.MIL is an e-mail TO addressee. 



c.
If the TSR/TSO is informational only, ensure DITCOATD@SCOTT.DISA.MIL is an e-mail CC addressee.  Also, if the TSR/TSO is informational only for the Alaska Field Office, ensure DITCOAKO@ELMENDORF.DISA.MIL is an e-mail CC addressee, and if the TSR/TSO is informational only for the Pacific Field Office, ensure CMDRDITCO-PAC@PHARBOR.DISA.MIL is an e-mail CC addressee.  If the TSR/TSO is informational only for the DITCO Funding Office, ensure  FINANBIL@SCOTT.DISA.MIL is an e-mail CC addressee.
2.
My POC for this notice is Ms. Norma Hollansworth, DT43, DSN 779-9312/Commercial 618-229-9312/e-mail hollansn@scott.disa.mil. 


Joe L. Loveless





(for)
ROBERT J. MYERS







Deputy Director, Plans &







  Procedures Directorate

