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	TELEPHONE REQUEST FORM

	
	MOVE
	ADD 
	DISCONNECT
	EXTENSION


	EQUIPMENT
	FEATURES
	VOICE

MAIL
	CALLING

CARD


If you have questions about the Telephone Request Form, please contact the Service Order Group via telephone @576-3663, or e-mail @ telephone@oro.doe.gov.  If you need to fax order information, the fax number is 241-6782.  



	Organizational Information (Requestor/Contact)

	Division Telecommunications Coordinator (DTC)    
	     
	Telephone  
	     

	Contact (Should be different from DTC ) 
	     
	Telephone  
	     

	Badge Number
	
	E-mail
	     

	Requested Completion Date 
	     
 
	Note:  Please allow 3-5 business days to complete most requests.  


	Service Requested (Customer and Billing)

	User Name       
	     
	Telephone  
	     

	Badge Number 
	     
	E-mail 
	     

	Current Building 
	     
	Current Room
	     

	Charge Number
	     
	Nearby Telephone Number  (Order cannot be accepted without this information)  


	Telephone Services

	IMPORTANT:  Is there a Jack in the room?   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No    

If so, Jack Number:  
	If there is not a telephone jack in the room, new wire will have to be pulled (separate form required).  Please place note on the wall where the jack is to be located.

	 FORMCHECKBOX 
 Move
	From (Bldg./Rm.)       
	To (Bldg./Rm.)       

	 FORMCHECKBOX 
 Addition
	 FORMCHECKBOX 
  New Number will be

        required
	 FORMCHECKBOX 
 New Set will be    required
	 FORMCHECKBOX 
  Customer will provide set.  (Indicate
       Type Below)
	 FORMCHECKBOX 
  No set will be required 

      (Indicate Reason Below)

	
	 FORMCHECKBOX 
  STANDARD WITHOUT SPEAKER 

 FORMCHECKBOX 
  SPEAKER TELEPHONE 

 FORMCHECKBOX 
  2-LINE WITH SPEAKER 

 FORMCHECKBOX 
  2-LINE WITHOUT SPEAKER 
 FORMCHECKBOX 
  3-LINE WITH SPEAKER 

 FORMCHECKBOX 
  4-LINE WITH SPEAKER


	 FORMCHECKBOX 
  MERLIN (**Template required)
 FORMCHECKBOX 
  LSI  (**Template required)
 FORMCHECKBOX 
  ISDN (**Template required)
 FORMCHECKBOX 
  NORSTAR (**Template required)
 FORMCHECKBOX 
  OTHER:       
**Templates available on the website @ http://qwest.ettp.net.
	 FORMCHECKBOX 
  FAX ONLY

 FORMCHECKBOX 
  MODEM ONLY



	
	Equipment Preference   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	If yes, specify Manufacturer and Model Number  

	 FORMCHECKBOX 
 Disconnect
	Telephone Number being disconnected  
	Bldg. #      
	Rm. #      

	
	Note:  If the line being disconnected has extensions, they will also be removed.  If known, please give the location/s below.

	 FORMCHECKBOX 
 Extension
	 FORMCHECKBOX 
  Add New Extension
	Location of Main Number      
	Bldg. #      
	Rm. #      

	
	
	Location where extension is to be added       
	Bldg. 1/Rm. #        


	Bldg. 2/Rm, #      
	Bldg. 3/Rm. #      

	
	
	 FORMCHECKBOX 
  New set will be required (Indicate Type below)  OR  FORMCHECKBOX 
  Customer will provide set. (Indicate Type Below)

Manufacturer            Model Number      

	
	 FORMCHECKBOX 
  Remove Existing

      Extension
	Location where extension is to be removed       
	Bldg. 1/Rm. #      
	Bldg. 2/Rm. #     

	Bldg. 3/Rm. #     


	
	
	Note:  When an extension is disconnected, the installer will pick-up the telephone set.

	 FORMCHECKBOX 
 Equipment
	 FORMCHECKBOX 
  Add

 FORMCHECKBOX 
  Remove
	Equipment Type       
	Bldg. #      
	Rm. #      


	 FORMCHECKBOX 
 Features 


	Add
	Delete
	Features to be Added or Removed
	Other

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Call Forward Variable (*72, *73)
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Call Forward Busy 
	Telephone No. to forward Line to:
     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Call Waiting (Note:  Cannot have Call Waiting and Call Busy on the same number) 
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Call Forward No Answer 
	Call Forward to what number?  (Should be the same as busy) 
     
 Number of rings:       

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Caller ID
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Call Hold
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Hunt Group
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Stutter Dial Tone
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Voice Mail (features remain the same)  
	Crash and reset:   FORMCHECKBOX 
Yes    FORMCHECKBOX 
  No

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Call Pickup (*53) 


	· Group Number:      
· Telephone No. in Group:       

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Line Restrictions
	 FORMCHECKBOX 
 Unrestricted (tolls)     

 FORMCHECKBOX 
 Restricted to in plant only     

 FORMCHECKBOX 
 Restricted to local calls only

	 FORMCHECKBOX 
 Voice Mail

      
	Add
	Delete
	Options
	Additional Information

	
	  FORMCHECKBOX 

	   FORMCHECKBOX 
  
	OPERATOR ESCAPE - This feature allows callers the option to depress zero (0) while in mailbox and transferring to specified plant telephone number.
	Escape Telephone Number:       

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	NEW MESSAGE NOTIFICATION - PAGER - This feature alerts voice mail box users to a new message by sending a signal to a specified pager number.
	Pager Number:       

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	NEW MESSAGE NOTIFICATION - STUTTER DIAL TONE - This feature alerts voice mail box users to a new message via a stuttering dial tone which is heard when the users pick up their telephones.
	 FORMCHECKBOX 
  Audible

 FORMCHECKBOX 
  Visual (Indicator Light must be available on the set)

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	FORWARDING TO YOUR VOICE MAILBOX - CALL FORWARD BUSY - This feature automatically sends calls to voice mailbox when telephone line is busy.
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	FORWARDING TO YOUR VOICE MAILBOX - CALL FORWARD NO ANSWER – This feature automatically sends calls to voice mailbox when no one answers telephone.  Number of rings may be 2 - 9; 3 rings is standard.
	Number of rings:       

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	SHARED MAILBOX SERVICE

· WILL OTHER PLANT TELEPHONE NUMBERS FORWARD TO THIS VOICE MAILBOX?    FORMCHECKBOX 
  YES  FORMCHECKBOX 
  NO
· IF YES, DO CALLS TO THESE PLANT TELEPHONE NUMBERS NEED TO FORWARD DIRECTLY TO THE SHARED VOICE MAILBOX RATHER THAN TO THE USER'S TELEPHONE NUMBER?   FORMCHECKBOX 
  YES  FORMCHECKBOX 
 NO
· IF YES, TELEPHONE OPERATIONS WILL CREATE A SHARED VOICE MAILBOX. PLEASE LIST ALL TELEPHONE NUMBERS THAT WILL FORWARD DIRECTLY TO THE COMMUNITY VOICE MAILBOX. 
	Numbers to forward directly to Community Mailbox:

     
     
     
     
     
     
     

	 FORMCHECKBOX 
 Calling     Card 
	 FORMCHECKBOX 
  Establish Calling Card

 FORMCHECKBOX 
  Deactivate Calling Card
	Note:  Calling Card Request form required (http://qwest.ettp.net/serv/serv_ctr.htm)

Calling Card Number:        


	REMARKS:     


Product information and other forms are available on the Qwest website @ http://qwest.ettp.net/serv/serv_ctr.htm.
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