Oberlin College
Telephone Repair / Change Order


Complete all the shaded areas by tabbing through the 10 areas below below. If you have questions contact the telephone office at extension 58178. Please note that repairs are the first priority and adds and changes will be scheduled as time and personnel permit.

Date:
     
Contact /Requestor:
     
Contact Phone Number:
     
eMail Address:
     
Department / Building:
     
FOAP:
     
Work Type:
(check one)
Repair Order   FORMCHECKBOX 

Change Order   FORMCHECKBOX 

Extension Involved:
     
Describe Repair / Change:
     
If this is a change order all the information below MUST also be provided:

Location of telephone for 911 emergency information:

Street Address:
     
Building:
     
Room Number:
     
Work Requested:  (check all that apply)
 FORMCHECKBOX 
 New Installation
 FORMCHECKBOX 
  Phone wire & Jack
 FORMCHECKBOX 
  Temporary Phone Install **

 FORMCHECKBOX 
  Change Location of Phone or Phone Number
 FORMCHECKBOX 
  Other Phone Number       
 FORMCHECKBOX 
  Disconnect Phone Number       
 FORMCHECKBOX 
  Reconnect Phone Number       
** If this is a temporary installation be sure to initiate another Change Order for the Disconnection when you want the service discontinued.

eMail this completed form to telcorep@oberlin.edu.
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