Instructions for Telecommunications Change Request (TCR)
(All TCRs must be typed or they will be rejected)
HEADER
Agency detail:  
Agency internal use only.  Some agencies have their own internal tracking system.  This is to aid in their filing/tracking.  

TCR# (WVOT Only):  
Once the TCR is received by the West Virginia Office of Technology (WVOT) a TCR number will be assigned and placed in this area.  This is the number that needs to be used as reference when following up on or changing the status of any TCR.
AGENCY INFORMATION

*Agency:

Agency or Department name (i.e. DOT, DHHR, WorkforceWV) 
  Division:

Division name (i.e. District 4, Finance, Operations, etc.)
*Agency Contact:
Person who should be contacted if there are any questions regarding the TCR.
*Phone #:  

Agency contact phone number including extension, if applicable
*Fax #:

Agency contact fax number 
*On-site Contact:
Contact Person at location of the service who is aware of the work requested
*Phone#:

On-site contact phone number including extension, if applicable
*Fax#:


On-site contact fax number 
REQUESTED SERVICES

Due date:
Date requested work needs completed.  ASAP is not acceptable.  User should allow 10 to 14 days for request. If a Due Date isn’t provided, 14 days will be the default.   If an emergency, note EXPEDITE in the upper left corner of TCR.

*BAC number:
Verizon Billing Account Code for requested service, if applicable (4 digits - 0999)

*Account number:
This can be the either the 6-digit account number assigned by WVOT for long distance, toll free and calling cards services (i.e. 012345) or the Verizon POTS Billing Account Number (i.e. 000011888888  09Y).  The user should provide the account ID (s) that are appropriate to the request.
Line/Circuit No.:
Telephone number and/or voice-related Circuit ID (attach continuation sheet if necessary)
Add/Move/Disconnect:  
Check applicable box for work being requested
Line(s): Circle the appropriate type of service being requested

POTS (Plain Old Telephone Service) – Qty: Number of Lines

Centrex - Qty: Number of Lines

ISDN -   Qty: Number of Lines 

*New Circuit(s):
For a PRI, the agency must complete the PRI questionnaire & submit with the TCR.  This is only for voice-related PRIs.  All data-related circuits are to be ordered through the Data05 portal.
Move From/To:
Physical Service Address or Billing account information being moved From/To
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Additional services or comments not included above:  
If the TCR involves less than ten (10) telephone numbers and/or circuit IDS’s, list in this section.  For services greater than ten (10), please submit a spreadsheet as an attachment and indicate such in this section.  This area is also for any additional comments needed for the WVOT and/or the vendor to understand what work is being requested.  Attach continuation sheet (s) if necessary.
Inside wiring approved:  
Check block if approved for inside wiring.  It is always recommended you check this box to avoid having to submit another TCR if the block is not checked.  This avoids delays and extra charges. If the block is marked and inside wiring is not needed, there are no additional costs.

PIC, LPIC and PIC Freeze:  
Check the appropriate block(s) if you are requesting long distance service on the dial-tone lines.  All lines, POTS, DIDs, ISDN, etc. should have long distance designated on them in case the type of service is changed.  This avoids non-contracted long distance charges, etc.

LONG DISTANCE, TOLL FREE AND CALLING CARDS

Account Number:
This is the nine (9) digit account code that is included on your statement from the WVOT for your long distance, etc. type services (currently provided by Sprint).  If you currently do not receive a Statement for these types of services, you will indicate “new”.  
Due date: 
Date requesting work needs completed.  (Refer to “Requested Services”)
Add/Move/Disconnect:
Check applicable box for work being requested
Following numbers need long distance services:   
List numbers needing long distance services.  If the TCR involves less than ten (10) telephone numbers and/or circuit IDS’s, they should be listed in this section of the form.  For services greater than ten (10), please submit a spreadsheet as an attachment and indicate such in this section.  
Toll Free: Toll free number:

The toll free number which is being serviced, if applicable.  NOTE:  To transfer service, agency must submit complete copy of most recent invoice from current provider

Point-to-number:
Local telephone number which toll-free numbers rings in on, if applicable
Calling cards:

If moving a calling card to a different account or canceling (“Disconnect”) a calling card, you would provide the card #.  If requesting new service, you would provide the employee’s name. If more than (3) cards are impacted, attach continuation sheet.  If greater than ten (10) card numbers (not names), please submit a spreadsheet as an attachment and indicate such in the “Additional Services . . .” section.  
Move From/To:
Physical Service Address or Billing account information being moved From/To
Additional services or comments not included above:  
Refer to “Requested Services”
*AGENCY AUTHORIZATION
This is the signature of the person designated by the agency as having authorization to submit TCRs for all voice-related services on behalf of the agency.  If an agency does not have a designated person, the WVOT is obligated to accept TCRs for services from any employee within that agency and the agency will be responsible for any charges resulting from the services requested on the TCR.
*Required information; TCR will be rejected if any of this information is not completed – TCRs may be faxed to 304-558-1353

