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	OFFICE MOVE REQUEST FORM

	Prepared by:
Judy Swanson
	
	Created on:  10/3/2009

	
	
	Last update:  9/20/2011

	Description:  

This form should be used to request a move of computers, printers and phones from one location on campus to another location on campus. Please fill out this form, and attach it to a help desk ticket. Send by email to helpdesk@csuci.edu Keep a copy for your records and to assist you in completing the tasks.


	INFORMATION TECHNOLOGY SERVICES CHECKLIST

	Does the move involve furniture and other non IT related items?

· If yes, contact Scott Jacobson in OPC. Scott will then coordinate the entire move with IT. No need to contact IT.

· If no, follow checklist below.

	2 weeks before move

	 FORMCHECKBOX 

	Help Desk ticket request submitted with form filled out and attached to ticket request

· Help Desk will assign move to desktop technician.

· Desktop technician will contact requestor to discuss dates and times of move.

· Desktop technician will provide phone extension updates to IT phone technicians (if appropriate).

	1 week before move

	 FORMCHECKBOX 

	Contact assigned desktop technician to verify dates and times of move.

	 FORMCHECKBOX 

	Contact Mail Services (8927) to request change to mail delivery beginning date of move.

	 FORMCHECKBOX 

	Campus Online Directory information updated. Fill out form located at http://webapps.csuci.edu/directory/ to ensure that directory is updated.

	 FORMCHECKBOX 

	Contact Division Budget Officer to update division inventory of equipment.


SAMPLE ONLY (REMOVE SAMPLE INFORMATION AND INPUT CORRECT INFORMATION)

	Current Location
	Staff 
	Dept
	From Bldg
	From Room
	To Bldg
	To Room
	Comments

	Bldg.: Sage
	 Dan Dolphin
	 Bus.
	 
	 
	 
	 
	 

	Room: 1130
	 
	 
	 
	 
	 
	 
	 

	Computer-relocate
	 
	
	Sage
	1130
	Sage
	1039
	 

	
	 
	
	
	
	
	1039
	 

	 Printer - relocate
	 
	 
	 Sage
	 1130
	 Sage
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	Room 1059
	 
	 
	 
	 
	 
	 
	 

	Phone - relocate
	 
	Bus.
	Sage
	1059
	Sage
	1039
	Need Exts. 8968/8530
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