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Background

Disasters are natural events or human-caused events that disrupt a community and can cause death, injury and property damage.  Many of these events are not predictable, therefore they are “come as you are” events and the only defense is to be prepared before the disaster strikes.

Communications systems, which 2-1-1 providers depend on, are particularly fragile and tend to fail during disasters.  Every 2-1-1 provider should have plans in place for redundant systems or methods to return systems to operation very quickly following a disaster in order to accomplish their mission of providing disaster-related information and referrals to victims, particularly if the 2-1-1 provider has assumed responsibility to provide emergency public information services for the jurisdictions within the service area.

The federal government has established a program to provide authorizing priority repair and installation services to entities with critical missions.  That program is called the Telecommunications Service Priority (TSP) Program.

Go to WWW.NCS.GOV  for details and forms concerning the TSP program.  On that site, select “NCS Directives and Manuals” from the menu on the left for full information concerning the TSP Program.  

3-1-1 is the service users manual and 3-1-2 is the service providers manual.  The service provider is the common carrier that provides your telephone service.

The Telecommunications Service Priority (TSP) Program

 -A Brief Synopsis

TSP is a federally mandated program administered by the National Communications System to provide priority repair and provisioning services to entities with critical defense and public safety responsibilities.  This program grew out of the cold war and its focus on massive damage due to an exchange of nuclear weapons.

The program provides priorities for installing new or additional communications capability (provisioning) and to repair existing communications systems (repair) following a disaster that destroys communications capability in a region.  An entity wishing such a priority must apply to the NCS.  The application may be made by filling out a Standard Form 315 or filled out on-line.  The SF 315 instructions are in NCS Manual 3-1-1 which is available on the NCS web site.  The applicant must identify the priority being sought (provisioning, repair or both), the reason the applicant needs the priority, and the level of priority being sought.  

If you are a non-government organization, you will require a federal sponsor organization to review and recommend approval on your application.  Last year, the NCS determined that the Federal Communications Commission (FCC) would act as the federal sponsor for 2-1-1 providers applying for TSP priorities.

Priority Levels

Both provisioning and repair have five levels of priority with 1 being the highest and 5 being the lowest.  There are five categories of communication designated by letters A through E within each priority level.  All five categories are not available within all priority levels.  A final TSP priority consists of a level and a category.  The final priority is determined by going through a list of “Service Profiles” and selecting the items that are appropriate.  For example, 2-1-1 San Diego has a repair priority of 4 on our voice circuits based on meeting service profiles including Category C (Public safety) criteria 1 (non-attack warning of the population).  

NOTE:  Repair and provisioning priorities only apply to the service carrier and only extend to the demark between the service provider and the applicant facility.  Within the applicant facilities, applicant must maintain the same level of repair and restoration service as the level being requested under the TSP program.  In the case of 2-1-1 San Diego, that meant meeting the service profiles of having someone available 24-hours per day on call and repair capability on in-house wiring and equipment available on the same basis.  In our case, these are contracted services.

There is some confusion about the various levels of priority.  The TSP Categories are:

• Category A: National Security Leadership

• Category B: National Security Posture and U.S. Population Attack Warning

• Category C: Public Health, Safety, and Maintenance of Law and Order

• Category D: Public Welfare and Maintenance of National Economic Posture
Priority 1 is limited to Category A entities.

Priority 2 is limited to Category A and B entities.

Priority 3 is limited to Category A, B, and C entities.

Etc.

2-1-1 San Diego qualifies under both Category C and D, so we could qualify for a priority of 3 or 4 based on which service elements we meet.  We chose priority level 4 instead of level 3 because the difference was how quickly we could repair or replace our in-house circuits and equipment.  To qualify for priority level 3 was simply too expensive because it requires immediate repair and replacement 24 hours per day.  You will find all of the details in NCS publication 3-1-1, Service User Manual.

The TSP program carries no cost from the federal government; however, it can and usually does carry a cost from your common carrier.  TSP really just authorizes the common carrier to ignore other customers with lower or no priority and repair your circuits first.  Further, it allows the common carrier to even take surviving service trunks away from other customers and provide them to you in the event that you have a TSP priority and your service is interrupted following a disaster and the circuits cannot be repaired by the deadline you have set.

In the case of 2-1-1 San Diego, it cost a one-time charge of $365 per T1 circuit to record and setup the priority.  It also costs $5 per month per T1 circuit to maintain the priority. The TSP priority is good for two years and can be renewed as needed to keep it in effect.

Bottom Line

The TSP is inexpensive insurance.  It places the 2-1-1 provider holding a priority above all private users, virtually all commercial users and most government users for repairs following a disaster.  That means that the 2-1-1 provider can ensure that their circuits are operational well before the public so that 2-1-1 is positioned to take calls and respond to them as the private and commercial systems return to use.  

Below are some useful excerpts from the NCS/TSP website.  They are in no particular order of priority.   If you choose to apply, you will start with the Office of Priority Telecommunications (OPT).  The contact information is in the excerpts below.  The staff there was extremely knowledgeable, patient and helpful.

First, go the to NCS website listed and download the 3-1-1 manual and the 3-1-2 manual.  

Second, read through the 3-1-1 manual

Third, call OPT.  They will answer questions, assign an agent to you and get you started in the application process.

Forth, when your priority assignment arrives, take it and the 3-1-2 Manual and give both to your service provider.  Some of them will not know much about TSP, so taking them the 3-1-2 manual for service providers saves time and mistakes. 

If you just want to discuss the process with someone who has been through the process, feel free to call me.  Good luck to all of us. 

William F. Norris, Director of Disaster Preparedness and Information Technology,

2-1-1 San Diego.

E-mail:  bnorris@211sandiego.org
Phone:  (858) 300-1204

**************************              **************************                 **************************

Federal Sponsor Responsibilities 

The primary roles of a Federal sponsor are to (1) review and determine whether to approve foreign, State, and local government and private industry requests for priority actions, and (2) affirm that the requested priority level assignment is appropriate. Although the final decision regarding the priority level is determined by the OPT, the sponsor provides specific knowledge that may affect the decision. 

A Federal sponsor does not incur financial liability for the sponsored service. The service user is responsible for having funds allocated to pay any service costs related to the TSP processing. 

Each Federal agency determines its own procedures for complying with sponsorship responsibilities. However, Federal sponsors are encouraged to keep their processing time for TSP requests to 5 working days or less. The general sponsorship process for TSP requests is as follows: 

· The service user contacts the OPT for assistance in determining which Federal agency to approach for sponsorship of a TSP Request. 

· The sponsor receives a SF 315 from a service user according to procedures established by that sponsor. 

· If the sponsor denies the request, the sponsor returns the SF 315 to the service user POC along with the reason for refusal. 

· If the sponsor approves the request, the sponsor forwards the SF 315 to the OPT with a recommended disposition. This recommendation is the result of the process for determining a priority level, as described in Chapter 3. 

· A sponsor or user may appeal any priority assignment or other priority action regarding sponsored services within 30 days of notification. The priority action appeal process is discussed in detail in Chapter 6. 

Sponsors are also required to cooperate with the OPT during reconciliations and revalidations of any service they sponsor; comply with any regulations and procedures issued by the OPT; and forward all changes in TSP service information to the OPT in a timely manner.
Top

Designation of Federal Sponsors

Any Federal agency may be requested to function as a sponsor for TSP assignment requests from non-Federal Government service users. Federal agencies should refer to EO 12656, "Assignment of Emergency Preparedness Responsibilities," dated November 18, 1988, as a guide for identifying which requests they may consider sponsoring. EO 12656 is available from the OPT upon request. However, certain Federal agencies are responsible for sponsoring specific non-Federal requests: 
· State and Local Governments. The NCS serves as the sponsor for State and local governments requesting TSP assignments for services supporting NS/EP functions. 

· Foreign Governments. The Department of State serves as the sponsor for foreign governments requesting TSP assignments for services within U.S. jurisdiction supporting NS/EP functions. The Department of Defense serves as the sponsor for foreign militaries. 

· Private Industry. Private or quasi-government entities may determine that they have telecommunications services supporting NS/EP functions and want TSP assignments for those services. Private industry service users should contact the OPT for assistance in identifying the most appropriate Federal agency for sponsorship. The sponsor is either an agency with whom the requestor has a contractual relationship or an agency familiar with the NS/EP function for which the TSP assignment is requested. Note that the NCS will serve as the Federal sponsor for telecommunications service vendors with services supporting NS/EP functions. 

Federal agencies are required to designate the official(s) within their agencies who is (are) authorized to sponsor requests for TSP assignments from non-Federal Government service users. The sponsoring official(s) must be identified in writing to the OPT prior to, or concurrent with, sponsoring a TSP request. Federal agencies must provide the following information about their sponsors: name, title, rank or grade, mailing address, e-mail address, and commercial phone number of the sponsoring official(s). The sponsorship information must be submitted on the agency's letterhead. Sponsoring official(s), and any changes thereto, should be reported to the OPT as soon as these individuals are identified
*****************************************************************************************************

Please contact the Office of Priority Telecommunications (OPT) staff with questions regarding the TSP Program between 8 a.m. and 4 p.m. (EST), Monday through Friday. Call the OPT to obtain classified facsimile information.
	Telephone
	(703) 607-4932
(703) 607-4933

	DSN
	327-4932
327-4933

	Facsimile
	(703) 607-4937

	E-Mail
	tsp@ncs.gov

	Internet
	http://tsp.ncs.gov

	Mailing Address
	Office of the Manager, National Communications System (NCS)
Attn: Office of Priority Telecommunications (OPT)
701 South Courthouse Rd
Arlington, VA 22204-2198

	FCC Watch Office
	(202) 418-1192
Note: Ask for the TSP contact


 

Introduction
The purpose of restoration priority assignments is to guide a service vendor on the sequence for restoring NS/EP services in the event of an outage or failure of multiple services. All TSP services, regardless of their restoration priority levels, will be restored before any non-TSP services. This section delineates service vendors' restoration responsibilities; highlights the method by which service vendors will receive restoration priority assignments; and presents guidelines for service vendors to follow to provide priority restoration of TSP services.
  

Service Vendors' TSP Service Restoration Responsibilities
After being assigned a TSP Authorization Code for its service, the service user or its contracting activity will transmit the TSP Authorization Code to the prime service vendor on a service order. The OPT does not give the TSP Authorization Code directly to the prime service vendor. This transfer is part of the normal contractual process that takes place between the service user or its contracting activity and the prime service vendor. Prime service vendors are not to accept initial TSP assignments, or subsequent orders involving TSP services, without the 12-character TSP Authorization Code. 
Service vendors are required to restore TSP services with restoration priority assignments before telecommunications services without restoration priority assignments. However, control services and orderwires that are wholly owned and operated by a service vendor and crucial to the operation of that service vendor's network are exempted from this requirement. 
A service vendor who accepts TSP service orders is required to provide 24-hour POCs to receive reports of TSP service outages from service users. This need not be a single dedicated POC for TSP service outages and may, in fact, be the contact to whom service outages would normally be reported. When service vendors recognize that a TSP service is out of service, unusable, or they receive a trouble report, they will allocate available resources to restore the service as quickly as practicable. Service vendors will dispatch personnel outside normal business hours if necessary to restore TSP services assigned a restoration priority of 1, 2, or 3. Service vendors are required to dispatch personnel outside normal business hours to restore TSP services assigned 4 or 5 only when the next business day is more than 24 hours away. 
  

Relationships Between Service Vendors
Prime service vendors who subcontract portions of TSP services are required to convey the TSP assignment to subcontractors and interconnecting carriers. Subcontractors will accept and honor the TSP assignment supplied by the prime service vendor. (Service vendors should refer to internal procedures and industry guidelines regarding transfer of TSP service information between prime service vendors and their subcontractors and interconnecting carriers.) Service vendors will cooperate with other service vendors involved in restoring a TSP service by honoring requests for restoration assistance. Additionally, all service vendors, specifically including resale carriers, will ensure that service vendors supplying the underlying facilities are provided the information necessary to implement priority treatment of facilities that support TSP services. 
If there is a discrepancy between the records of the prime service vendor and the subcontractor, the subcontractor will accept the restoration priority supplied by the prime service vendor while restoring the service. The prime service vendor is responsible for verifying the restoration priority assigned by the OPT and ensuring that the information is correctly recorded by both the prime service vendor and its subcontractor(s). 
  

Order of Restoration
TSP services will be restored in order of restoration priority level: i.e., TSP services assigned a restoration priority of 1 will be restored first; then TSP services assigned a restoration priority of 2 will be restored, etc. 
Service vendors will restore TSP services assigned the same restoration priority based on the service vendor's determination of which service can be restored first. In lieu of a clear distinction, the service vendor will use its best judgment to determine the restoration order. The service vendor should not normally interrupt TSP service restoration work in progress to restore another TSP service assigned the same priority level. The service vendor is not prevented from allocating its resources in a manner that, in its best judgment, will most efficiently facilitate restoration of TSP services as soon as possible. 
Any conflicts regarding the restoration priority of TSP services that cannot be resolved to the mutual satisfaction of the service vendor and the service user or their contracting activity should be referred to the OPT. However, the service vendor and service user or their contracting activity should first attempt to resolve conflicts among themselves. The service vendor should also refer to its internal escalation procedures and industry guidelines. 
In addition, service vendors are permitted to provide priority restoration to multiple service facilities (e.g., DS1 or DS3 facilities) that contain TSP services, even though services assigned no priority or lower priority may be restored along with or sometimes ahead of some higher priority-level services. Alternatively, the service vendor may reroute individual TSP services from a failed facility onto another facility to hasten restoration. 
Service vendors will consider the priority levels of the TSP services supported by a multiple service facility when determining the order of restoration. For example, a multiple service facility supporting TSP services assigned restoration priorities 1 and 2 should be restored before a multiple service facility supporting TSP services assigned restoration priorities 3, 4, and 5. Service vendors will use their best judgment to determine the restoration order of multiple service facilities that support a number of TSP services with a variety of restoration priority assignments. 
As a matter of general practice, service vendors should restore existing TSP services before provisioning new TSP services. In resolving conflicts, the EOP requires that restoration or provisioning of TSP services follows this sequence: 
1. Restore TSP services assigned restoration priority 1 
2. Provision Emergency TSP services assigned provisioning priority E 
3. Restore TSP services assigned restoration priority 2, 3, 4, or 5 
4. Provision TSP services assigned provisioning priority 1, 2, 3, 4, or 5. 
 

Preemption to Restore TSP Services
Service vendors are authorized by the FCC's TSP Program rules to preempt existing services to restore TSP services when, in their best judgment, preemption is necessary. Prior consent of the service user whose service will be preempted is not required. However, the service vendor will make its best effort to notify the user of the preempted service and state the reason for, and estimated duration of, the preemption. 
When the service vendor determines that preemption is necessary (e.g., no spare services are available), non-TSP services may be preempted. After ensuring a sufficient number of public switched services are available for public use, based on the service vendor's best judgment, such services may be used to satisfy a requirement for restoring TSP services. If no suitable spare or non-TSP services are available, the service vendor may preempt an existing TSP service to restore a TSP service with a higher restoration priority assignment. When this action is necessary, the service vendor will select TSP services for preemption in the inverse order of priority assignment

***************************************************************************

Introduction
A TSP service user is any individual or organization supported by a telecommunications service for which a TSP assignment has been requested or assigned. NS/EP telecommunications services within the Federal, State, local, or foreign governments, as well as private industry, are eligible for TSP. Federal users do not require a sponsor, but generally have a centralized Point of Contact (POC) that routinely interacts with the Office of Priority Telecommunications (OPT). Non-Federal users (e.g., State, local, foreign governments) require a sponsor. Service users or entities acting on their behalf will perform the following: 
· Identify telecommunications services requiring priority. 

· Request, justify, and revalidate all priority level assignments. 

· Accept TSP services by the service due dates. 

· Have CPE and CPW available by the requested service due date and ensure (through contractual means or otherwise) priority treatment for CPE and CPW necessary for end-to-end service continuity. Failure to meet this criteria may result in a higher level inquiry from the NCS or the FCC. 

· Pay vendors any authorized costs associated with priority services. 

· Report to vendors any failed or unusable services with priority levels. 

· Designate a 24-hour point of contact (POC) for each TSP request and apprise the OPT. 

· Cooperate with the OPT during reconciliation and revalidation. 

Top 

 

Request Overview 

To request TSP, a TSP user must: 
1. Certify that the telecommunications service supports an NS/EP function listed under one of five TSP categories. 

2. Verify, if requesting a provisioning priority, that the service vendor cannot meet the service due date without a TSP assignment. After this is verified, obtain approval from your organization's invocation official to request a provisioning priority. 

3. Determine the priority level to be requested for the telecommunications service. The priority level is determined by the user's TSP category and service profile. The service profile defines the user's level of support to the portion of the telecommunications service that the user owns and operates. 

4. Complete the TSP Request for Service Users form (SF 315). 

5. Non-Federal users must have their TSP requests approved by a Federal agency sponsor. Non-Federal users should contact the OPT for assistance in identifying a potential sponsor for TSP requests. 

6. Submit the SF 315 to the OPT. 

7. Receive a TSP Authorization Code from the OPT and include the Authorization Code on a service order to their service vendor. 

1. Potential TSP users must determine their TSP category, service profile and priority level(s) before requesting a TSP assignment. The following figure presents an overview of the relationships among TSP categories, service profiles, and priority levels. 
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After the TSP category and service profile elements are determined, you can then determine the priority level(s) (E, 1, 2, 3, 4, and 5) for which your service(s) qualifies. Note that priority level "E" is assigned only to Emergency provisioning requests, and priority levels 1 through 5 are assigned to all other restoration and provisioning services. 
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Frequently Asked Questions 



Is there a charge for TSP?

Yes, your vendor will/may have a tariff charge for TSP. The Federal Government does not charge for TSP.


What are telecommunication services?

Telecommunication services are defined as the transmission, emission, or reception of intelligence of any nature, by wire, cable, satellite, fiber optics, laser, radio, visual, or other electronic, electric, electromagnetic, or acoustically coupled means, or any combination thereof. 
What are NS/EP telecommunication services?

NS/EP telecommunication services are services used to maintain a state of readiness or to respond to and manage any event or crisis that causes or could cause injury or harm to the population or damage to or loss of property or that degrades or threatens the NS/EP posture of the United States. 

How do I request TSP? 

Entities requesting TSP must complete a TSP Request for Service Users Form (SF 315), specifying their NS/EP provisioning and/or restoration information. 
Note: Users should first contact their telecommunications vendors to inquire whether the need for an expedited provisioning can be met through a service level agreement before using the TSP provisioning process. 

Can I request TSP restoration services after a disaster has occurred?

Users should be aware that TSP restoration priorities must be requested and assigned 
before a service outage occurs. 

How long does it take for a provisioning request to be fulfilled by the telecommunications vendor?

TSP users should have realistic expectations regarding when a request for provisioned services can be filled. Users should be aware that the “provisioning due date” data field which they complete on the Standard Form (SF) 315 is not necessarily the date on which service will be guaranteed. The service vendor is required to make its best effort to provide Essential and Emergency TSP services by the requested due date. A number of factors, including volume of provisioning and restoration requests and worksite accessibility, may cause unexpected provisioning delays. 

Note: When an emergency provisioning is requested, the user point-of-contact should be ready to accept installation of the service immediately after making the request. The point-of-contact must also be ready to accept the service on weekends or after business hours. Generally, vendor technicians will not return to sites that refuse them access because no user point of contact is available to ensure the vendor personnel can enter the facility and begin work. 

How long are TSP codes valid?

TSP authorization codes are valid for 2 years. The FCC requires that all users revalidate their requirement for TSP. Revalidation must be completed every 2 years before expiration of the user's TSP authorization code(s). 

What happens if I change phone companies?

If a TSP service user changes their telephone service provider, the user must convey their TSP assignments to the new vendor (on a service order). Additionally, the user must report to the OPT the service vendor change on a standard form 315 or electronically through e-forms (found on tsp.ncs.gov webpage). The new vendor must submit a TSP Confirmation for Service Vendors form (SF 318) to the OPT, indicating the circuit ID numbers for the user's TSP assignments

SF-315 Instructions

	Item 1: Action Requested
	Enter "A" to request an initial TSP assignment for a service

	Item 2: Date Service Required
	Enter month, day, and year (MM/DD/YYYY).

	Item 3: Service User Service ID
	Enter the unique identifier used to recognize this service. This identifier can be any unique combination of letters and numbers used to identify the service in your records.

	Item 4: TSP Authorization Code
	Leave blank.

	Item 5: Service Profile
	The service profile defines the user's level of support to the portion of the telecommunications service that the user owns and operates, such as customer premises equipment (CPE) and customer premises wiring (CPW). The service profile is used to determine the priority level a service is required to receive.

	Item 6: Restoration Priority Information
	Complete ONLY if requesting a Restoration priority.

	Item 6a: Category 
	1. Determine the category under which the service qualifies for priority treatment using the table below: 

2. Enter the letter of the cateogy (A, B, C, or D) in item 6a.

	Item 6b: Criteria 
	1. From the information below, identify the category that was selected in 6a. 

2. Under the category, identify the number that defines the NS/EP function the service supports 

3. Enter the number (0, 1, 2, 3, 4, 5, 6, 7, 8 ot 9) in item 6b. 

	Item 6c: Restoration Priority Requested
	Read the following instructions and use the Chart for Determining Restoration Priority Levels below to determine the appropriate priority level. Enter this item in 6c. 
1. Identify the category you listed in Item 6a. 

2. Identify all the service profile elements that you listed in Item 5. 

3. Identify the priority level that corresponds to the category and service profile elements you identified in items 6a and 5, respectively. Note that you must satisfy all service profile elements identified for a corresponding priority level to qualify for that priority level. 

4. Enter that priority level (5, 4, 3, 2, or 1) or a lower priority level in Item 6c. If your service does not meet all the elements/details for a given priority level, but, nevertheless, you consider that a higher priority level is warranted, enter that priority level in Item 6c and provide your justification in Item 8. 
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	Item 6d: Prime Vendor (Company Name)
	Enter the name of the prime service vendor authorized to provide the TSP service. 

	Item 7: Provisioning Priority Information
	Complete ONLY if requesting a Provisioning priority. 

	Item 7a: Provisioning Priority Information
	1. Determine the category under which the service qualifies for priority treatment using the table below: 

2. Enter the letter of the category (A, B, C, D, or E) in Item 7a. 

	Item 7b: Provisioning Criteria 
	1. From the information below, identify the category that was selected in 7a. 

2. Under the category, identify the number that defines the NS/EP function the service supports. If this is an Emergency service, identify the appropriate number from the criteria listed under Category E. 

3. Enter the number (0, 1, 2, 3, 4, 5, 6, 7, 8 ot 9) in item 7b. 

	Item 7c: Provisioning Priority Requested: Enter the appropriate provisioning priority level based on the chart below 
and instructions to the right.
	For an emergency provisioning request, enter "E" in Item 7c. (Note: To qualify under the Emergency NS/EP category, the service must support service profile elements A3 and B2.) For Essential provisionings, read the following instructions and use the Chart for Determining Provisioning Priority Levels (see below) to determine the appropriate priority level to enter in Item 7c. 

1. Identify the category you listed in Item 7a. 

2. Identify the service profile elements that you listed in Item 5. 

3. Identify the priority level that corresponds to the category and service profile elements you identified in Items 7a and 5, respectively. Note that you must satisfy all service profile elements identified for a corresponding priority level to qualify for that priority level. 

4. Enter the priority level (5, 4, 3, 2, or 1) in Item 7c. If your service does not meet all the elements/ details for a given priority level, but, nevertheless, you consider that a higher priority level is warranted, enter that priority level in Item 7c and provide your justification in Item 8. 
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	Item 7d and 7e: Invocation Official's Name and 
Title 
	Enter the invocation official's name and title. This information must be on file with the OPT or the provisioning priority cannot be assigned. 

	Item 7f: Telephone Number 
	Enter the commercial telephone number of the invocation official. 

	Item 7g: Has the invocation official authorized this action? 
	Enter Y (yes) or N (no). 

	Item 7h: Service Locations 
	Enter the specific street address, including building, floor, room number, etc. and provide a POC name and telephone number for each end service location. 

	Item 7i: Prime Vendor POC for Provisioning 
	Enter the name and telephone number and company of the prime vendor point of contact. 

	Item 8: Supplemental Information 
	Provide: (1) circuit specification(s) for provisioning priority only; (2) justification for requested priority level if higher than qualified for; or (3) sponsor justification for priority level change in Item 12e, Recommended Disposition. 

	Item 9: Service User

An entry other than "A" requires Federal Government sponsorship (see Item 12). 
	Enter "A" if the service is for any Federal government organization. 
Enter "B" for any State government organization. 
Enter "C" for any county, city, town, or other local government organization. 
Enter "D" for any private sector organization or private U.S. citizen. 
Enter "E" for any foreign government or foreign government organization. 
Enter "F" for other. 
Enter "G" for U.S. military. 

	Item 10: Service User Organization (Department/Agency and/or FIPS Code) 
	Federal agencies should enter the appropriate four-digit code for their organization, as indicated in Federal Information Processing Standard (FIPS) Publication 95. All others should enter the organization name and the name of the State (e.g., Nelson County Hospital, Minnesota). 

	Item 11: Service User Point of Contact 
	Enter information regarding the person or office who is responsible for this service and can provide information about this service. 

	Item 11a: Name and Title 
	Enter the service user point of contact name and title. 

	Item 11b: Organzation (Department/Agency and/or FIPS Code) 
	Same as Item 10. 

	Item 11c - 11f: Mailing Address, Telephone Number and Facsimile Number 
	Enter complete mailing address and phone and fax numbers. 

	Item 11g: 24-Hour Telephone Number 
	Enter a telephone number at which the point of contact is reachable 24-hours a day. 

	Item 11h: E-mail Address 
	Enter E-mail address if applicable. 

	Item 11i: Signature and Date 
	The form must be signed and dated or it will be returned unprocessed. By signing the form, the requestor confirms the service is an NS/EP service. 


FORM SUBMISSION INFORMATION 

· Federal TSP Users: should submit completed forms to the OPT at the address on the form. Forms may also be submitted to the OPT via facsimile. 

· Non-Federal TSP Users: must forward the completed form to their Federal Sponsor who must complete Item 12, Sponsorship Information for Non-Federal Government Service. 

	Item 12: Supplemental Information 
	Non-Federal Government requestors should complete Items 1 through 11 on the form and send it to the Federal Agency that has agreed to sponsor the request. Contact the OPT for sponsor information. Federal sponsors must complete the following information: 

	Item 12a: Federal Sponsoring Agency and FIPS Code 
	Enter the appropriate four-digit code as indicated in FIPS Pub 95 in Item 12a. 

	Item 12b: Sponsor Name 
	Enter the name of the sponsor. 

	Item 12c: Sponsor Title 
	Enter the title of the Sponsor. 

	Item 12d: Sponsor Telephone Number 
	Enter the telephone number of the Sponsor. 

	Item 12e: Recommended Disposition 
	Indicate recommended disposition of this request (approve, disapprove, or approve with priority level change) in item 12e. If the recommendation is to disapprove the request, the sponsor is to return the form to to the service user POC, along with an explanation of disapproval in Item 8. If the recommendation is to approve the request with a priority level change, the sponsor is to send the form to the OPT, along with a justification for the priority level change in Item 8. 

	Item 12f: Sponsor Signature and Date 
	Sponsored requests must be signed by a Federal Sponsoring Official. By signing this form, the sponsoring official is confirming that the service is an NS/EP service.


FORM SUBMISSION INFORMATION FOR SPONSORS Sponsors should submit approved request forms to the OPT for processing. Completed forms should be sent to the OPT at the address on the form. Forms may also be submitted to the OPT via facsimile. Do not forward this form to the OPT if the recommendation is to disapprove the request. 
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