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Employee Office Move Authorization
Please forward to:  Computer Services Help Desk 

Room: C219A or Fax 353-3702
	Contact Person:
	     
	Ext.
	     




Computers and phones are assigned to specific locations and individual office personnel within the NSCC network.  Please, never physically move computers or phones.  Data and system information are maintained virtually by software over the network.  When computers are reassigned, personal files are backed up and the computers hard drive is wiped clean. The operating system and software are applied (imaged) onto the new office computer hard drive, and then all personal files are restored. Phone extension numbers, if needed, will also be moved “virtually” using software. 

Contact maintenance for any furnishing moves.


If this is an office exchange between 2 employees, please check the box below.

   FORMCHECKBOX 



	Employee #1Office Move
	

	Employee Name: 
	     
	
	

	Date that move is to take place:
	     
	


	Present Office Number:
	     
	

	Move To Office Number:
	     
	

	Move Phone Extension#:
	     
	

	Old Computer Tag  Number:
	     
	

	New Computer Tag Number:
	     
	

	Note:     
	

	Employee #2Office Move
	

	Employee Name: 
	     
	

	Date that move is to take place:
	     
	

	Present Office Number:
	     
	

	Move To Office Number:
	     
	

	Move Phone Extension#:
	     
	

	Old Computer Tag  Number:
	     
	

	New Computer Tag Number:
	     
	

	Note:     
	




Additional Notes:
	     aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa


	Department Head:
	
	
	


Signature 



Date
If you have any questions please email Helpdesk@nscc.edu or call 353-3678

