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	PRODUCTION REPORT

CRYSTAL PARAMETER CHANGE REQUEST

	Date of Request:
	     

	Change Required:


	Explanation (include purpose):

     


	
	Staff Code:     
	Dept. Code:     

	Category:  


	Independent Prod
	In-House

	
	 FORMCHECKBOX 
 Hon/Honokaa  

 FORMCHECKBOX 
 Higgins/LaRue  

 FORMCHECKBOX 
 Hilo 

 FORMCHECKBOX 
 Kona

 FORMCHECKBOX 
 Makai/Kamuela

 FORMCHECKBOX 
 Maui
	 FORMCHECKBOX 
 AOAO

 FORMCHECKBOX 
 CCG

 FORMCHECKBOX 
 Construction

 FORMCHECKBOX 
 HMUOG

 FORMCHECKBOX 
 Hilo Accts

 FORMCHECKBOX 
 Kona Accts
	 FORMCHECKBOX 
 Maui Accts

 FORMCHECKBOX 
 Oahu Accts

 FORMCHECKBOX 
 Special Accts

 FORMCHECKBOX 
 Other:      

	Reason for Change:


	     


	Effective Date of Change:
	     

	

	

	

	Completed by (print name):

     
Department Manager
	Signature:
	Date:

     

	

	SagittaHelp

Parameters Changed.


	Signature:
	Date:

      

	Approved by  (print name):

     
MIS Manager
	Signature:
	Date:

     

	Helpdesk

Date of Production Report with new parameters: ________________
	Signature:
	Date: 

     

	

	Procedure:  

1. Request form must be completed by Department Manager.  

2. Changes are made by SagittaHelp, then changes are reviewed and approved by MIS Manager to confirm results on Production Report are as required.  MIS Manager returns change request  form to SagittaHelp

3. Helpdesk received notice from Sagittahelp to place report in production.  Helpdesk to indicated production date on the form. 
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HILO OFFICE


525 Kilauea Ave., Suite 204


Hilo, HI 96720


Phone (808) 935-2943


Fax (808) 961-2146








MAIN OFFICE


1132 Bishop St, Suite 1600


Honolulu, HI 96813


Phone (808) 533-3222


Fax (808) 533-8777








KAILUA-KONA OFFICE


75-167E Hualalai Road


Kailua-Kona, HI 96740


Phone (808) 329-4844


Fax (808) 329-2730





MAUI OFFICE


24 N. Church St. Suite 405


Wailuku, HI 96793


Phone (808) 244-5561


Fax (808) 242-1853
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