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PHONE PURCHASING/SET UP PROCEDURES

NEW SERVICE or PHONE
1. To request a cell phone for administrative staff, request a current price list from purchasing. 
2. All requests for cell phones shall be sent to the Purchasing Department (Cindy Williamson) 
Include the following information:
a. Employee Name
b. Employee Number
c. Campus/Department Location
d. Model number of the phone requested
e. Purchase Order for phones that are not provided at no cost (See Vendor Information below)
3. Once the phone has been received in Purchasing, a basic setup & registration of the phone will be completed. 
4. The staff member/campus will be notified when the phone is available for pick up. 
UPGRADES
To request an upgrade, email the name and phone number to Purchasing to verify if the line is eligible for an upgrade. 
Follow step 2 above. 
**Bring old phone to transfer to new phone and basic set up. After the transfer is complete, reset the phone to factory reset (located under settings).
CANCEL LINE
· If a staff member leaves the District, email Purchasing with the name and number of the phone to be canceled. 
· Complete a factory reset
· Return phone to purchasing
VENDOR INFORMATION AND MONTHLY COST
· ATT- Vendor #607079
· MOC: DIR-TELE-CTSA-002
· Monthly cost per line $46.00
· JV cost of service for school year to 199-51-6256-01-099-000-2-37 
· Send original JV to business office and copy to Purchasing (Cindy Williamson)
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