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	Description:  
This form should be used to request a move of computers, printers, cabling additions/relocations and phones from one location or department within the city to another location. Please fill out this form and attach it to a help desk ticket. Send by email to helpdesk@birminghamal.gov.  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 Ralph Debardlabon or Public Works. Make sure Public Works will coordinate the entire move with IT.  (No need to contact IT.)
· If no, and you only need IT related items moved follow checklist below.


	2 weeks before moving- Follow up on the items below any undone task can prolong move.

	|_|
	|_| If there are no power outlets in equipment’s new location, Public Works will need to be contacted.  
|_| Help Desk ticket request submitted with form filled out and attached to service request   ticket
|_| Robin Cope or IMS will assign the move to PC technician.
|_| Area must be surveyed for appropriate network connectivity.
|_| PC technician will contact requestor to discuss dates and times of move.
|_| PC technician will provide phone extension updates to Telecom technicians (if appropriate).

	1 week before moving

	|_|
	IMS will follow up to verify dates, times, and who will be moving.

	|_|
	Contact Robin Cope or IMS for whomever or what needs to go where.

	[bookmark: Check5]|_|
	OPI and Telecom will update phone directory information. Send email with subject Telecom update to helpdesk@birminghamal.gov or enter request at https://birminghamal.zendesk.com/hc/en-us to ensure directory is updated.

	|_|
	Contact IMS Inventory at EXT 2133 to update division inventory of equipment.

	|_|
	[bookmark: _GoBack]Have equipment labeled with employee’s name (if more than one person is moving and destinations labeled.)














Building/Room Move Directives


SAMPLE ONLY (REMOVE SAMPLE INFORMATION AND INPUT CORRECT INFORMATION)
	Current Location
	Number of Staff
	Dept.
	From Building
	Room
	To Building
	Room
	Comments**

	Bldg.: City Hall
	xxx
	 Finance.
	 
	6
	IMS
	9
	 

	Room: 1130
	
	 
	 
	
	
	
	 

	Computer-relocate
	
	
	City Hall
	1130
	IMS
	1039
	 

	
	
	
	
	
	
	
	 

	 Printer - relocate
	
	 
	City Hall
	6
	IMS
	9
	 

	 
	
	 
	 
	
	
	
	 

	Room 1059
	
	 
	 
	
	
	
	 

	Phone - relocate
	
	Finance
	City Hall
	6
	IMS
	9
	Need Ext.
8968/8530

	 
	
	 
	 
	
	
	
	 



**Any special instructions for example:  If current department is different from the department being moved to.  Place that information in the Comment section.
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