10/15/2002

Attachment A:  SAMPLE INTERVIEW CHECKLIST

Enterprise Sustainment Initiative

Interview Checklist

USER NAME:




DATE /START TIME:



DATE/ END TIME: 

SECTION:

SEAT REQUIREMENT (Portable or Desktop): 

SERIAL NUMBERS:

          (Monitor): 

          (Computer) :

Home Dir: 

COMPUTER NAME: 

Required Apps(Look at Appendix A: ESI Gold Disk Contents): 

Favorites(Exports Favorites to file): 

Specify Desktop Shortcuts needed: 

____________________________________________________________________________

Notes ID (only if you have lotus notes on the PC):

List all Printers (Sepcify Default): 

Additional Hardware: 

	
	Introduction / Pre-Interview phase
	
	

	Step
	Description
	User

Initials
	Complete 

	1.
	Schedule Visit
	
	

	2.
	Produce BelArc Profile summary page or Section template for the user to be interviewed.
	
	

	3.
	Proceed to user’s work section; introduce yourself.
	
	

	4.
	Gather the required information, as required, from the user to complete the first section of this document. (Serial number, IP addresses, location Etc.)
	
	

	5.
	Ensure the user has a copy of the read ahead for reference.  If the user does not have a copy, provide one at this time.
	
	

	
	Mission Critical Applications / Operations 
	
	

	Step
	Description
	
	Complete 

	1.
	Verify the BelArc Profile Summary Page / Section Template is correct (Computer name, Phone number, model number and serial number) on the form.
	
	

	2.
	Verify the hardware on this machine matches the hardware listed in the profile summary.  This may be verified by accessing the hardware configuration section of the operating system, such as the “Add /Remove Hardware” applet available in the Windows NT and Windows 2000 Control Panel.
	
	

	3.
	If peripherals are found, notate as appropriate on the Profile Summary.
	
	

	4.
	Verify which operating system is currently in use on this computer.  If the operating system does not match the documented configuration, notate it as appropriate in comments portion of this checklist. 
	
	

	5.
	Circle the operating system the user is using currently using. Windows 2000, Windows NT 4.0, Win 95, Win 98, Unix Other______________________
	
	

	6.
	“Do you use any other hardware to do your job other than those found already in this interview?” Yes / No
	
	

	7.
	Discuss with the user- authorized software as outlined in MARADMIN 037/02 and the Marine Corps Baseline Application List (BAL) provided by USMC CIO.  Identify data files that will not be supported unless designated as Mission Critical.  Examples include: *.mp3, *.avi, Mpeg, *.Tif, *.Jpg, *.RM, *.GIF, *.BMP.

If the existence of these files is mission critical, instruct the user to provide a letter of justification and the software that uses the required file extension to G6 for approval
	
	

	8.
	“Do you understand what software will be supported?”  Yes / No
	
	

	9.
	“Do you understand what data files will not be supported?” Yes/No
	
	

	10.
	Compare the software installed on the computer matches the list on the BelArc Profile Summary Page. 

Access the Add and Remove Programs applet from the Control Panel from Windows 95/98, Windows 2000 or Windows NT 4.0 workstation to verify this information.
	
	

	11.
	If software exists on the user machine that is not listed in the Section Template or the BelArc Profile Summary Page, document the application on the Software Evaluation Form page.
	
	

	12.
	Start from the top of the list of BelArc Profile Summary Page or top of the Section Template. Start the Software Evaluation Form at this time.  A software agreement (license) between the software vendor and the user or section must be presented at this time
	
	

	13.
	Gather software from the user for all licensed software loaded on the PC.   All software gathered will be provided to the G6 for post deployment installation.
	
	

	14.
	“Do you have or use any other software than what is found on your workstation?” Circle Yes / No

Examples:  DMS, UDMIPS, other Government Off The Shelf (GOTS) software. Note on Checklist.
	
	

	15.
	Ensure all of the user’s data is moved to the appropriate home directory and no other files on the workstation are work data.

One way to search for data associated with common applications is to click the Start button and choose “Find” from Windows 2000, Windows NT 4.0 and Windows 95/98 operating systems.  From the “Find” utility access the “Advanced” tab to set search criteria to locate specific application data files.
	
	

	16.
	“Do you understand where your files are now located and are you able to access all of your data at this time?”  Circle Yes/No
	
	

	17.
	“Is your computer still operational and are you able to access all of your applications needed to perform your duties at this time?”  Circle Yes / No
	
	


	
	Closing Issues /Comments
	
	

	1.
	“Do you have a PKI Certification at this time?” Circle Yes / No. 
	
	

	2.
	Inform user of PKI implementation OCT 21-25.
	
	

	3.
	Ensure all the software on the workstation is documented in the Software Evaluation form.   Ensure all required fields are completed and the user signs the form.
	
	

	4.
	“Do you understand this computer should not be modified anymore from the time you leave this meeting?”   Circle Yes/No
	
	

	5.
	“Do you understand any data files or software added after the closing time of the interview will not be supported or installed during the installation of the new workstation or at a later time?”  Circle Yes / No
	
	

	6.
	Have user sign the User Statement of Understanding of Computer Use.
	
	

	7.
	“Have you reviewed the following documentation for your records: 

1. Enterprise Sustainment Initiative Checklist, 
2. Statement of Understanding for Computer Use?”

 Documents are on  MCRC’s Web site.
Circle Yes / No
	
	

	8.
	Have the user sign the bottom of this Interview Checklist form.
	
	

	9.
	Ensure the closing time is documented on the Interview Checklist form 
	
	

	
	
	
	


	
	Comments/Exceptions Noted
	
	

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	


By signing this checklist, you affirm your understanding that the interview portion of the pre-deployment phase is complete. The ISC, MCRC G-6 or Dell Computers will not support any software unreported at this time; this includes deployment and post-deployment phases of the Enterprise Sustainment Initiative (ESI).  By signing this document, you agree that you understand this information and will abide by this policy.

Command Representative / Interviewer Signature

______________________________

Username (Print)


Date (yy/mm/dd)

______________________________
________________________

Username (Signature)

Time

______________________________
________________________
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