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ITS USE ONLY			
ITS tech, please verify the following:
 Accessories or Scanner Connectivity	 	
 Computer (CBU Domain) Log On	 Printer Connectivity
 Internet & InsideCBU Connectivity	 E-Mail (Outlook/Lancermail)	


EMPLOYEE
TECHNOLOGY ASSET MOVE FORM

INSTRUCTIONS:
1. Complete all required sections of this form. One employee per form.
2. Submit this form (and any other documentation) to the ITS Help Desk at least 10 working days prior to move. Failure to comply may result in move delay.


[bookmark: Text6]General Move Information (Required)

[bookmark: Text8]                 |_| AM  |_| PM (Check one)
Requested Move Date
           
Department
     
Move Coordinator
     
Coordinator Phone Extension

Employee General Information (Required)
     
Name
     
Phone Extension
Employee Current Location (Required) 
      -       -      
Building - Room - Cubicle
Employee Destination Location (Required)
      -       -      
Building - Room - Cubicle

	Employee Assets to Move (Required)


	Type of Asset
	Check if moving
	Make/Model
	Asset Tag/ RV# / CBS#/ Serial#
	ITS Use
(Verify)

	Computer
	|_|
	[bookmark: Text22]     
	[bookmark: Text27]     
	_______

	Printer
	|_|
	[bookmark: Text23]     
	[bookmark: Text28]     
	_______

	Phone
	|_|
	[bookmark: Text24]     
	[bookmark: Text29]     
	_______

	Other
	|_|
	[bookmark: Text25]     
	[bookmark: Text30]     
	_______

	Other
	|_|
	[bookmark: Text26]     
	[bookmark: Text31]     
	_______
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