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Equipment change request

Employee equipment change request form

Description

This form should be submitted to the IT department to request equipment additions, moves, changes, or deletions for employees.

Instructions

Establish a process and distribute this form to all departments to be used to request employee equipment changes.

· Step 1: Distribute a process and the form to all departments.

· Step 2: Establish a point person to review all change requests for valid justification. 

· Step 3: Log the request into the request backlog for assignment to the appropriate IT resource.

Employee equipment change request

	____Add

____Change

____Delete
	Requested by: _________________________________________

Request date: ______________

	Employee name: ___________________

Department: _______________________
	Effective date: __________________

Physical location: ________________


	General equipment requests

____ PC

____ Laptop 

____ Phone 

____ Modem line

____ Fax

Primary printer _________________

New equipment needed

____ PC 

____ Laptop 

____ Phone

Special phone needs?

_____________________________

_____________________________

____ Fax

____ External modem line
	Services needed

____ AS/400 (Billing, A/R)

____ AS/400 (Acct.)

____ E-mail account

____ Internet access

____ 

____ 
Other services needed

______________________________

______________________________

______________________________

______________________________
Software needs

Microsoft Office, included w/PC

_____

_____

_____



Other assistance requested:
________________________________________________

________________________________________________

________________________________________________

Submit form to Information Technology Support Desk for processing.
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