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You will receive notifications when the updates are available. If you have not purchased the update service, you
will only be able to download these updates for 30 days after the original purchase. To get the update service go
to:

e 12 months - https://e-janco.com/session/cart x.aspx?p=SUB-090-12

e 24 months - https://e-janco.com/session/cart x.aspx?p=SUB-094-24

e Individual Policies - https://e-janco.com/updateserviceindivdualpolicies.htm
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Sample SLA Metrics

Service Levels

System Management
Weekly Call Volumes
Response Times
Desktop - Mean Time To Repair.
Problem Analysis
Ticket Volumes by Group
Tickets by Severity
Infrastructure

Infra Notes

Infra Comm 1

Infra Comm 2

Internet Usage
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3 rd SMC Group

4th SMC Group

5th SMC Tape Rpt Aging
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SMC SRT (Cars. /W, M&D, DATool
SMC SRT (All Summary)
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SMC SA (CARS.MAPS, IW, M&D)
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Infrastructure Electronic Forms

Forms contained include

e Application & File Server Inventory e Disaster Recovery — Business Continuity
e  Background Check Authorization Forms
e Blog Policy Compliance Agreement e  Retention Schedule Froms
e  BYOD Access and Use Agreement e  Safety Records Forms
e Change and Patch Management Control Log - e  SecurityForms
(EXCEL) e Succession Planning

e Company Asset Employee Control Log

e  Email - Employee Acknowledgement

e Employee Termination Checklist

e Enterprise Owned Equipment Inventory

e  FIPS 199 Assessment

e Google Glass Access and Use Agreement

e Incident Communication Contacts

e Internet Access Request

e Internet & Electronic Communication
Employee Acknowledgement

e Internet Access Request

e Internet Use Approval

e Interview Questionnaire

e Job Evaluation Questionnaire

e  Mobile Device Access and Agreement

e  Mobile Device Security and Compliance
Checklist

e New Employee Security Acknowledgement
and Release

e New Employee On-boarding

e Non-Disclosure Agreement

e  Qutsourcing and Cloud Security Compliance
Agreement

e  Qutsourcing Security Compliance Agreement

e Pandemic Planning Checklist

e  Privacy Compliance Policy Acceptance
Agreement

e Security Access Application

e Security Audit Report

e Security Violation

e Sensitive Information Policy Compliance

e Social Network Compliance Agreement

e Telecommuting IT Checklist

e Telecommuting Work Agreement

e Text Messaging Sensitive Information

e Threat and Vulnerability Assessment

e  Wearable Device Access and Use Form

e  Work From Home Contact Information

e  Work From Home IT Checklist

e  Work From Home Work Agreement
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Electronic form that is filled out as part of the Disaster
Recovery and Business Continuity Planning process.
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Pandemic Planning Checklist
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Disaster Recovery Electronic Forms

Forms contained include:

e Contact Numbers

e LAN Node Inventory

e  Off-Site Inventory

e Personnel Location

e Plan Distribution

e Remote Location Contact Information
e Server Registration

e Site Evaluation Checklist

e Team Call List

e Vendor List

e Wi-Fi Inventory

e Work From Home Contact Information
e Pandemic Planning Checklist

e Vendor / Partner Questionnaire
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Vendor
Partner

Checklist

Electronic Form that is provided
to vendors and partners as part
of the Disaster Recovery and
Business Continuity Planning
process






Records Retention and Disposition
Forms

Forms contained include:

e Administrative Records

e Computer and Information Security Records
e Computer Operations and Technical Support
e Data Administration

e Facility Records

e Financial Records

e General Systems and Application Development
e Mobile Device Access and Use Agreement

e Network and Communication Services

e Personnel Records

e Safety Records

e Sales Records

e User and Office Automation Support

e Work From Home IT Checklist
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Safety Program Electronic Forms

Forms contained include:
» Area Safety Inspection

Employee Job Hazard Analysis
First Report of Injury
Inspection Checklist — Alternative Locations
Inspection Checklist - Computer Server Data Center
Inspection Checklist — Office Locations
Inspection Checklist — Work From Home Location
New Employee Safety Checklist
Safety Program Contact List
Training Record
OSHA Electronic Forms (Excel and PDF) — must file electronically.

= (OSHA 300

= (OSHA 300A

= (OSHA301

or
=  OSHA-RK-Forms-Package

¥ ¥y Yy Y YYVYYVYY

The electronic forms can be utilized as word documents (.docx) and PDF (.pdf) and filled in.
The PDF files for the forms can be filled in using Adobe Acrobat Reader - a free program. Note that you
will need to make a unique copy of the form that will be filled in. Then once it is saved you can view it

directly on any mobile device or it can be printed.

The easiest way to transport the PDF file is via a cloud file sharing tool.
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Security Electronic Forms

Forms contained include:

¢ Application & File Server Inventory

¢ Blog Policy Compliance Agreement

* BYOD Access and Use Agreement

e Company Asset Employee Control Log

¢ Email — Employee Acknowledgement

¢ Employee Termination Checklist

¢ Internet Access Request

¢ Internet & Electronic Communication Employee Acknowledgement
¢ |[nternet Access Request

¢ Internet Use Approval

¢ Mobile Device Access and Agreement

¢ Mobile Device Security and Compliance Checklist

¢ New Employee Security Acknowledgement and Release
¢ Qutsourcing and Cloud Security Compliance Agreement
¢ Qutsourcing Security Compliance Agreement

¢ Preliminary Security Audit Checklist

¢ Privacy Compliance Policy Acceptance Agreement

® Risk Assessment Matrix

¢ Security Access Application

e Security Audit Report

e Security Violation

¢ Sensitive Information Policy Compliance Agreement

e Social Network Compliance Agreement

e Telecommuting Work Agreement

* Text Messaging Sensitive Information Agreement

¢ Threat and Vulnerability Assessment

e Work From Home Work Agreement
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2025 Edition




SUCCESSION PLANNING WORKSHEET

SUCCESSION PLANNING TooL KiT FORMS

The pdf forms that follow are designed for the succession planning process. They are
e  Business and Operational Challenges
e  Critical Job Position (One for each job a succession plan is created)
e  Critical Success Factor (One for each job a succession plan is created)

e Potential Employee for succession (One for each employee who is eligible
to meet the succession plan’s criteria
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SUCCESSION PLANNING WORKSHEET FORMS

An example of the job descriptions for part of the Professional Family is included. The positions covered are for
System Analysts. The included descriptions are:

Business and Operational Challenges

Critical Job Position (One for each job a succession plan is created)

Critical Success Factor (One for each job a succession plan is created)

Potential Employee for succession (One for each employee who is eligible to meet the
succession plan’s criteria)
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SUCCESSION PLANNING WORKSHEET

SUCCESSION PLANNING TooL KiT FORMS

The pdf forms that follow are designed for the succession planning process. They are

Business and Operational Challenges
Critical Job Position (One for each job a succession plan is created)
Critical Success Factor (One for each job a succession plan is created)

Potential Employee for succession (One for each employee who is eligible
to be meet the succession plan’s criteria
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