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Policy regarding the Use of Network Access/E-mail Accounts
of the Organization of American States

● Performance contracts (CPRs)
- Hiring and renewal:

The area hiring a consultant must submit a Performance Contract (CPR) approval request to the Department of Human Resources (DHR) at least 5 business days prior to the date on which the contract is to start or be renewed.
       Procedure:
1. The hiring area submits a CPR approval request to the DHR through the CPR electronic system;
2. The DHR approves the contract electronically;
3. The Department of Information and Technology Services (DOITS) is automatically notified of the DHR’s electronic approval of the CPR; 
4. The hiring area sends a ticket to the DOITS Helpdesk with the information related to the consultant (CPR number as shown in the electronic system, name of consultant, starting and end date of the contract, office number and access to the network required);
5. DOITS proceeds to create/extend the Network/E-mail account.
- Cancelation:

1. The hiring area sends a ticket to the DOITS Helpdesk at least 5 business days prior to the  contract’s end date with the required information (CPR number as shown in the electronic system, name of consultant, office number and effective date of culmination of CPR). 
2. DOITS proceeds to cancel the Network/E-mail account on the day after the date of culmination of CPR referred to in Point 1 above.

● General Secretariat staff
- Hiring: 
1. The DHR sends a notification e-mail to a group of areas, including the DOITS and the Administrative Officer of the hiring area in order to inform the new staff member’s name and starting date. 
2. Following the dispatch of the e-mail referred to in Point 1 above, the hiring area must send a ticket to the DOITS Helpdesk with the information relating to the new staff member (staff member’s name, office number and access to the network required).
- Separation from service:
1. The DHR sends a notification e-mail to a group of areas, including the DOITS and the Administrative Officer of the hiring area informing on the date of separation from service of the staff member. 
2. DOITS will proceed to cancel the Network/E-mail account on the day after the date of separation referred to in Point 1 above.
 ● Participants in the OAS Internship Program 
- Creation of account:

1. The supervisors assigned to interns in each area send a ticket to DOITS Helpdesk with the information relating to the intern (intern’s name, dates on which the internship starts and ends, office number and access to the network required).
- Cancelation of account:

1.   The supervisors assigned to interns in each area must send a ticket to the DOITS Helpdesk with the required information for cancelation (intern’s name, office number and effective date of culmination of internship). 
2. DOITS will proceed to cancel the Network/E-mail account on the day after the date of culmination of internship referred to in Point 1 above.

● Other contracts at and away from headquarters (local professional, temporary support professional, International Building Services (IBS), etc.)
- Creation of account:

1. Personnel authorized by the Director of each area send a ticket to DOITS with the corresponding information (person’s name, copy of the contract, office number and access to the network required).

- Cancelation of account:

1.  Personnel authorized by the Director of each area must send a ticket to DOITS with the required information for cancelation (person’s name, office number and effective date of culmination of contract). 
2. DOITS will proceed to cancel the Network/E-mail account on the day after the date of culmination referred to in Point 1 above.

● Request for extension of use of the Network/E-mail after the date of separation from service (applicable to staff, CPRs, interns and other contracts):

1. The Secretary of the area concerned must complete the “Application for extension of use of the Network/E-mail” and send it to the DHR explaining the reasons that warrant said extension and stating the length of the extension required (which may not exceed 60 days);

2. If the application is approved, the Director of the DHR transmits the form via e-mail to DOITS and the Administrative Officer of the hiring area, granting the extension.





DHR/DOITS
1
3

