SOUTHWEST MINNESOTA STATE UNIVERSITY

Business Services Internal Procedure

Telephone Installation or Change Procedures

1. Complete and submit the form Telephone/Computer Network Requisition which can be obtained from Business Services.  Please note that the lead-time required is two (2) weeks.  

2. All costs for telephone installations or changes are to be paid for by the account requesting the service.  

3. All telephone requests must have the signature of the individual responsible for the account and the signature of the Provost or appropriate vice president.  

4. Once telephone requisitions have been sent to the State Telecommunications Division there can be no changes allowed.  If changes are required you must advise and resubmit.  Do not request the telephone service personnel to provide any service beyond his/her work order.

5. Whenever a member of the faculty or staff moves from one location to another, please notify Business Services at 6219 so that records may be kept up-to-date.  

6. Any questions concerning the above should be directed to Business Services at 6219.  

