	Sample - Request For New Contractor

	Distribution:  
Corporate (attach document to Call Ticket), 
Facilities Service Desk (if a chair or file cabinet is requested):

	
	Date of Request:
	

	
	Contractor Start Date: 
	

	
	Contractor End Date:  
	

	
	Requestor:  
	

	
	Requestor’s Assistant and Phone ext:
	

	
	Resource Management Manager:
	

	Contractor Detail

	
	Contractor Name:  
	

	
	Vendor:  
	

	
	Project Name:
	

	
	Project Phase:
	

	
	Role:
	

	
	Supervisor and Phone ext:
	

	
	Timecard Proxy:
	

	
	Contractor Start Date: 
	

	
	Contractor End Date:  
	

	
	Cost Center: 
	

	R
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	Request Sent

Request Logged

Request Completed
	Action Required
	Responsible Person
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	Location:  Number of cubicle or name of war room assigned 
	

	R
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	IT Orientation
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	FOB training
	

	
	
	Facilities
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	Chair (choose one)
· Small

· Medium

· Large

· NONE NEEDED

	Facilities Service Desk (do not send to Facilities if not needed)
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	3-Drawer File Cabinet (fits under desk)
OR

NONE NEEDED


	Facilities Service Desk (do not send to Facilities if not needed)
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	Badge Request:  
· Same as:  ___________(fill in)

· OR, Technology Passcard; 24/7 (all hours, all days to include holidays)
· OR, Technology Passcard; Regular hours Mon-Fri, 6:30 AM – 5:30 PM
	Facilities


	
	
	Call Ticket
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	· Workgroups / Permissions: Same as _______________ (fill in contractor or FTE) OR:
· MS Project Server Access (Same as PM)

· Standard User Access

· Standard Phone

· Hands free headset
	

	
	
	It Department Assistant
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	Waste Basket
	Purchase Requisition submitted to Procurement
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	Hardware Required (delete unnecessary items):

· Ultra-Light Notebook (Dell V13)

· Notebook Carrying Case

· One 22” Flat Screen Monitor

· Standard Keyboard

· Standard Optical Mouse

· Wireless Mouse

· Wireless Card


	Purchase Requisition submitted
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	Software Required (delete unnecessary items):

· Microsoft Office Suite 

· Enterprise Architect Professional

· Microsoft Visio (included with MSDN subscriptions)

· Project Professional 2010 (included with MSDN subscriptions) (PM tool)

· Project Web Access

· VPN

· WinZip (~ $25)

· MS Project Server license

· MSDN subscription
	IT Assistant (above) submits a Purchase Requisition


