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Ascension School
Technology Service Request Form

Please use this form if you need help with your computer or to request new hardware, software,
training or other technology-related service. Return this form to Ms. Nadia Hassan (Computer Lab
or Faculty Mailbox).

Date: Time:

Name: Phone # Ext.: Room #:

E-mail Address (if you want to be contacted via email):

Check all that apply:

O I need help with a computer-related problem(s)- Describe the problem(s) below

O I need specific hardware, software or supply (subject to availability/budget allocation)
O I need other assistance (training, answer to technical questions, etc.)

Priority:  High (needed right away)
__Somewhat high (needed as soon as possible)
__ Low (whenever possible)

Describe your request. If this is a request for new hardware, software or supplies, describe the
purpose. If you are having a problem with your computer or other piece of equipment, please list
the type of equipment (PC, printer, etc), model # if available and location (room#). Describe the
problem as best you can, including error messages, if any, and what was going on just prior to the
occurrence of the problem:

For Office Use o Open Issue

o Contacted Requester- In progress Expected Resolution Date:
o Resolved Date Resolved:

Notes/Actions:




