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Authorized User Change Request Form
General Notes:  

1. Change orders require ten (10) business days to process.

2. Disconnect orders require five (5) business days to process.

3. Provide all information requested
4. Please provide both office telephone and mobile telephone numbers where possible.

5. If Data, Video, or Technical Site Contacts are different from the Primary Site Contact, you must supply this contact information.

6. If you have questions regarding filling out your order form, send them to WIbadgernet@wisconsin.gov.   You can also go to www.doa.state.wi.us/badgernet to get other information regarding BCN including service rates.   
Requested Due Date

The local serving telephone company will make every effort to honor your request.  However, the due date request cannot be for less than10 days for a change order or five days for a disconnect.   

· Your requested Due Date:
Site Details (describing the physical building where the service change will occur)

· Site Name: 

· Site ID: 

· Library System, Campus or School Name, if applicable: 

· Street Address/City/ZIP:  

· Main Telephone:  

· Site’s Hours of Operation:
User Contact Information

To process orders as quickly as possible, DOA must have accurate contact information for each site.  Make sure to fill out the entire order form.  PLEASE NOTE: if your site contact (s) change, it is really important send us any changes in your contact information so we can provide timely service and information to you.  New contact information.  Send contact information to the BadgerNet email address at WIbadgernet@wisconsin.gov.    If we do not have the right contact information, we may not be able to provide important information to you when the need arises.
PRIMARY SITE CONTACT (person who authorizes orders, answers order-related questions and has primary oversight)

· Name:  

· E-mail Address:  

· Office Telephone / Mobile Telephone:
· Is this new contact information? Yes (  )  No (  )  

LOCAL SITE CONTACT (person who provides on-site technical support and access to the building and closets.
· Name:

· E-mail Address:

· Office Telephone / Mobile Telephone:
· Is this new contact information? Yes (  )  No (  )
BILLING CONTACT (individual who receives the bill)

· Bill Account Name:  

· Contact Name:  

· E-mail Address:  

· Office Telephone / Mobile Telephone:
· Street/City/ZIP:  
· Is this new contact information?  

DATA SERVICE—LOCAL SITE CONTACT 

(Person who provides data support at the site and can provide access to the building and closets)
· Name:  

· E-mail Address:  

· Office Telephone / Mobile Telephone:
· Is this new contact information?  Yes (  )  No (  )  

VIDEO SERVICE—LOCAL SITE CONTACT

(Person who provides video support at the site and can provide access to the building and closets)
· Name:  

· E-mail Address:
· Office Telephone / Mobile Telephone:
· Is this new contact information? Yes (  )  No (  )  
TECHNICAL CONTACT (Person or entity, such as a help desk, that can be notified regarding outages or routine/emergency maintenance)

1. Name:  

2. E-mail Address:  

3. Office Telephone / Mobile Telephone:
4. Is this new contact information?  Yes (  )  No (  )  
Changes to Existing Service

1. You can find additional general information regarding BCN at www.doa.state.wi.us/badgernet.

2. Type X below for each service type desired.

  
Bandwidth

(  ) WAN – Standard – Current bandwidth at site:   

(  ) Increase bandwidth to:  

(  ) Decrease bandwidth to:

(  ) Delete WAN service:

(   )  WAN—HPLL 
(  ) Video Bridging Service:  (  ) Connect (  ) Disconnect:

(  ) Increase bandwidth to:
(  ) Decrease bandwidth to:

(  )  Internet Transport – Current bandwidth at site:

(  ) Increase bandwidth to:  

(  ) Decrease bandwidth to:

(  ) Delete Internet Transport service

(  ) Change ISP:

  PLEASE NOTE: Customer is responsible for informing its ISP that its BCN Internet transport service has been changed; e.g., bandwidth increase/decrease or disconnect). 

Critical Site Information

 (  )  Critical Site status:


(  ) Add critical site status (extra cost of $25/month):   
(  ) Delete critical Site status

(  ) Change WAN VPN Name:  

Video

(   )  Video Service (Distance Education)

· (  ) Current service management is:  Vendor-managed (   )     User-Managed (   )
(  ) Change video service management to:  Vendor-managed (   )     User-Managed (   ) 

· (  ) Delete video service

· (  ) Add new  video service  

(  ) Change management to:  Vendor-managed (   )     User-Managed (   ) 
· Telco to treat as critical Site  with 24 x 7 service response (cost is $25/month) Yes (  )  No (   )   

***  For DOA Internal Use Only  ***

Additional Comments:  
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