Wireless Services Request Form

	Add New Wireless Service
	
	Modify Existing Wireless Service
	
	Disconnect Existing Wireless Service

	(Examples: new employee; number portability request; or employee needs a new service)
	
	(Note: changing cell phone numbers requires a separate “disconnect” request, and an “add” request.
	
	(Examples: employee transfers out of office or separates from Dept.; device is lost, misplaced, or stolen; or employee no longer needs service.) 

	
	BlackBerry
	
	Cell Phone # ____-_____-______
	
	BlackBerry

	
	
	
	
	
	

	
	Calling Card 
	
	(check all that apply)
	
	Calling Card

	
	
	
	
	
	

	
	Calling Card, Intl. 
	
	… Change Plan* to:_____________
	
	Calling Card, Intl.

	
	
	
	
	
	

	
	Conference Card
	
	… Change Equip/Model* to:_______
	
	Conference Card

	
	
	
	
	
	

	
	Pager 
	
	… Change POs from:   ____ to:____
	
	Pager 

	
	
	
	
	
	

	
	Cell Phone
	
	
	
	Cell Phone

	
	… Desired Plan*__ _____
	
	* = see ConnectED, TATS or Telecom team for latest calling plans and phone models.
	
	… Cell Phone # ____-______-________

	
	
	
	
	
	

	End-User Information
	Alternate Point of Contact (if needed)

	Name:

Building:

Address:

City:

State:

ZIP:

Room/Cubicle:

Office:

Telephone:

Fax (optional):

E-mail:


	[For contractors:  enter Contracting Officer’s Representative.]

Name:

Building:

Address:

City:

State:

ZIP:

Room/Cubicle:

Office:

Telephone:

Fax (optional):

E-mail:



	Services Required
	

	Date Services Req’d:

Project Name:

Device/Model No.


	Reason/Cause:



	
	Training Required:
	
	

	
	

	Additional Information: (Please explain any additional details regarding your request; for example, special accessories)

By signing below, the end-user acknowledges he/she has completed End User Security Awareness Training and understands the proper use of government equipment, including wireless services and devices, as appropriate.  See ACS Directive, OCIO: 2-102, Wireless Telecommunications Services, for details.

	Employee/Contractor Signature

Date:

Employee’s Supervisor / Contractor’s COR Signature

Date:

Telecom PO Coordinator Signature

Date:



	

	OCIO / Telecommunications Services Group

550 12th Street, SW – 10th Floor

Washington, DC 20056

FAX: 202.245.6691

Telecom PO Coordinator:

· When complete, submit request in the TATS application.
· If sending a request via FAX, please email telecom@ed.gov to alert the telecom staff.
For Office Use Only: 


Date Received:

Processed By:

Processed Date:

Hierarchy Code:

Tracking Numbers: …TATS

… HEAT

… WITS

… Other




