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State Agency New Service Request Form

This order form is to be used by State Agencies to order installation of new BadgerNet converged network (BCN) services.  It is highly recommended that customers thoroughly read the Quick Reference Guide for State Agencies prior to ordering service because there is important information regarding order intervals plus guidelines on how to determine if you should use the form for new orders or the form for a change order.  The agency quick reference guide can be found on the BCN web site under the link for State Agencies.
New Installation Notes:
1. Services purchased on the BadgerNet converged network require a 12-month commitment.

2.  Services disconnected prior to the completion of the 12-month period will incur a termination liability charge that will be based on the costs to the telephone company of installing fiber and other facilities to enable connection of your site to the BCN.
3. Orders submitted for processing must be canceled within 10 business days or the customers will be required to pay a penalty fee based on costs incurred by the vendor to process the order.
      General Notes:  

1. Please provide all information requested.

2. Please provide both office telephone and mobile telephone numbers where possible.

3. If Data, Video, or Technical Site Contacts are different from your agency’s single point of contact (SPOC), you must supply this contact information.

4. If you have questions regarding filling out your order form, send them to badgernet@doa.state.wi.us.  You can also go to www.doa.state.wi.us/badgernet to find general information on the BCN including service rates.   
Tip:  To type in data, press the End key to go to the end of the line.
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 than 45 days and may require up to three months or more depending on construction required or weather conditions.  Please refer to the Agency Quick Reference Guide for order intervals. 
· Your requested Due Date:
Site Details(describing the physical building where the service change will occur)

· Site Name: 

· State Agency:

· Single Point of Contact (SPOC):   

· Street Address/City/ZIP:  

· Main Telephone:  

· Hours: 
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 SPOC changes, it is imperative that you note the new contact information where it is requested below.  A change in contact information can be sent at any time to the BadgerNet email address at badgernet@doa.state.wi.us.  If we do not have the right contact information, we will not be able to provide important information to you when the need arises.
Single Point of Contact (SPOC) (person who authorizes orders, answers order-related questions and has primary oversight)  
· Name:  

· E-mail Address:  

· Office Telephone:

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

· E-mail Address:

· Office Telephone:

· Cell Phone:
 BILLING CONTACT (individual who receives the bill)

· Bill Account Name:  

· Contact Name:  

· E-mail Address:  

· Office Telephone
· Cell Phone:
· Street/City/ZIP:  

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
· Cell Phone:
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
· :Cell Phone:
TECHNICAL CONTACT (Person or entity, such as a help desk, that can be notified regarding outages or routine/emergency maintenance)

· Name:  

· E-mail Address:  

· Office Telephone:

· Cell Phone:
New Services

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
(   )  WAN—Standard
· Bandwidth (must submit an order for  each site in the WAN):  

· Management (choose one):  Vendor-managed (   )     User-Managed (   )

· Critical Site (choose one):  Standard (   )     Critical, $25 fee /month (   )

· WAN VPN Name:  

(   )  WAN—HPLL

· Bandwidth (must submit an order for  each site in the WAN):
· Management (choose one):  Vendor-managed (   )   User-Managed (   )
· If User-Managed, choose a package:

(  ) HPLL – Silver 

*(  ) HPLL – Gold

*(  ) HPLL - Platinum

· HPLL VPN Name:  
(   )  Optional Video Service for Distance Education
(Managed video service [1 transmit x 3 receive] service is also available. If interested in this service, send inquiries to the BadgerNet Program Management Team at badgernet@doa.state.wi.us .
Will this site be multi-tenant (2+ existing BadgerNet customers onsite)?  Yes (   )     No (   )     Unsure (   )     
· (If Yes) Total number of sites, including this one:  

· (If Yes) Specify the existing site IDs:  

*** For DOA Internal Use Only ***

Is extension of a demarc requested?  Yes (   )     No (   )     
· (If Yes)  Demarc extension location:  
· (If Yes)  Provide any additional details regarding the move:  

Have environmentals been validated?  Yes (   )     No (   )

· (If Yes)  Name:  

· (If Yes)  Telephone Number:  

· (If Yes)  PON:  

Additional Comments:  
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