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SERVICE PROVIDER INFORMATION

	
[bookmark: Text1]Name of Service Provider (required):       


	
[bookmark: Text2]Location (exact building number only – required):      

Note:  If your service falls under a directorate, such as DFMWR, that would precede the name of the service provider.  Example: DFMWR – ACS Employment Readiness Branch

	
[bookmark: Text3]Hours of Operation (for all seven days of the week – required):      


	
Description (Displayed to Customers on Service Provider Info page.  Not required, but highly recommended):

[bookmark: Text4]     
Example: Provides a management structure designed to collect and analyze customer feedback through ICE, Community FIRST quarterly issue resolution process, and corporate/constituent assessments throughout Fort Hood.  The goal of the Customer Management Services is to maximize the well being of Soldiers (AC, ARNG, USAR), DOD Civilians, Retirees, Veterans, Family Members, and other Services Members and provide the best base operations support to mission commanders through customer feedback.

	
Comment Card Instructions (This text will appear at the top of the comment card.  Not required, but highly recommended):

[bookmark: Text5]     
Example: To better assist us in responding to your comment and improving our services, please provide detailed information (such as who, what, where, when and how) in the Comments and Recommendations for Improvement section below.



	
CONTACT INFORMATION

	
[bookmark: Text6]Email Address (at least one required):      


	
[bookmark: Text7]Office Phone Number (at least one required):      


	
[bookmark: Text8]Mailing Address (not required):      


	
[bookmark: Text9]Internet links associated with the service provider such as web sites (not required):      


	 
MANAGER ACCESS INFORMATION:

Provide the following information for a PRIMARY MANAGER, AN ALTERNATE MANAGER AND each manager you wish to have access to view ICE comments (note: managers will receive a user name/password after the service provider account has been established).  Spaces are available for the primary and the alternate.  If you need to add additional managers, please do so at the end of the alternate paragraph, paragraph b.  


	
PRIMARY:

[bookmark: Text10]Provide first name here (required):      

[bookmark: Text11]Provide Last name here (required):      

[bookmark: Text12]Provide email address here (required):      

[bookmark: Text13]Provide work phone number here (required):      



	
FIRST ALTERNATE:

[bookmark: Text14]Provide first name here (required):      

[bookmark: Text15]Provide Last name here (required):      

[bookmark: Text16]Provide email address here (required):      

[bookmark: Text17]Provide work phone number here (required):      


	
SECOND ALTERNATE:

[bookmark: Text18]Provide first name here (required):      

[bookmark: Text19]Provide Last name here (required):      

[bookmark: Text20]Provide email address here (required):      

[bookmark: Text21]Provide work phone number here (required):      





Note:  The following tasks can be completed by the service provider manager once the account has been established and a username and password have been provided to the manager.

Comment Card Questions:. The following questions are required by ICE and will appear on all comment cards (*cannot be altered or removed):
Customer Service Block:
*Facility Appearance  
*Employee/Staff Attitude 
*Timeliness of Service
*Hours of Service
*Did the product or service meet your needs?

Overall Satisfaction Block:
*Were you satisfied with your experience at this office/facility?

Note:  Additional questions can be added by the service provider manager once they have gained access to their account.  Questions can be added in the following modes: Text; Yes/No; drop down menu; Likert scale, or multiple choices.
 
Frequently Asked Questions: In this area, the service provider can provide FAQs for the public to view that are commonly asked questions in relation to the service you provide (can be left blank). 

Events and Announcements:  Here the service provider can provide information for upcoming events or any announcements to be publicized for to the entire community (can be left blank).
 
Note:  Once the service provider has received a username and password, they can make changes to the following tabs:

Service Provider Information: (Name, Location, Hours of Operation, Description, and Comment Card Instructions)

Contact Information: (Email address, phone numbers, mailing address, and links)

Comment Cards:  (Can add new questions, delete old questions, but cannot edit questions to make changes)

Frequently Asked Questions: (Can add questions for customers to view)

Events and Announcements: (Can add information for customers to be aware of in the future) 

Dale W. Cowan @ 254-288-6260 or email @ dale.w.cowan.civ@mail.mil
Robert Easter @ 254-285-5274 or email @ Robert.w.easter.civ@mail.mil

If you have not received ICE Service Provider Training, contact the above personnel to find out when the next training will be offered.  
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