TELEPHONE WORK ORDER REQUEST

	Instructions for use of form:

1.  Fill in all applicable blanks (use tab key to go between entries).

2.  Send to your Department Telephone Control Officer (If you don’t know who that is, contact your Admin).  Send by selecting File, Send Form, and entering the distribution.

3.  TCO will fill in the Department Work Order number and forward to Department Budget Office for budget approval and APC info.

4.  Budget Office will forward to Mike Dalrymple at the DOIM (dalrympj@sill.army.mil)




	REQUESTER:
	     

	DEPT:
	     

	DATE OF REQUEST:
	     

	CONTACT  PERSON:
	     

	CONTACT PHONE:
	     

	DATE NEEDED:
	     


	TELEPHONE CONTROL OFFICER (TCO):  
	     

	WORK ORDER #
	     
	TO BE COMPLETED BY TELEPHONE CONTROL OFFICER

	APC:
	     
	TO BE COMPLETED BY BUDGET OFFICE


	TELEPHONE LINE:
	 FORMCHECKBOX 

	     

	FAX LINE:
	 FORMCHECKBOX 

	     

	NETWORK LINE:
	 FORMCHECKBOX 

	     


	INSTALL:
	 FORMCHECKBOX 

	Select when a new line or moving a phone line between buildings (INSTALL/REMOVE)

	MOVE:
	 FORMCHECKBOX 

	Select when moving a phone line within the same building



	REMOVE:
	 FORMCHECKBOX 

	Select when removing a line or moving a phone line between buildings (INSTALL/REMOVE)

	PHONE NUMBER
	     


	PRESENT BUILDING/ROOM:
	     

	NEW BUILDING/ROOM:
	     

	PRESENT DIRECTORY LISTING:
	     

	NEW DIRECTORY LISTING:
	     


	BRIEF DESCRIPTION OF WORK NEEDED:
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