	Beecher Community School District

Technology Action Request Form
	



	Name
	
	Building
	

	Specific Problem
	
	Classroom:
	

	
	
	Date:
	


	I am having problems with? (Please mark appropriate area)

	Item:
	Problem? 

	1.  Computer  (Which Computer?________________)
	

	2.  Projector
	

	3.  Smart Board / Promethean Board
	

	4.   Internet 
	

	5.   Programming  (Which Program _____________________)
	

	6.   Other?  ________________
	


	I Have Tried:

	Mark the actions you have previously tried
	Date tried?

	1.  Make sure the power is on?
	

	2.  Unplugging / restarting? 
	

	3.  Other?  ___________________
	


Reminder:  

· Please refrain from stopping GISD’s technology person when in the building.  Tech tickets must be submitted for all support given from GISD. 

· Emergency tickets are determined by need and number of staff affected.  Only administration (through POC) can make an emergency request.

· All technology requests must be submitted electronically through your building’s POC.

· Tickets are handled in the following fashion:

1. Emergencies are first

2. Number of staff / students effected

3. By date entered
	Technology Support (to be filled out by POC)

	

	

	


	Ticket Created (to be filled out by POC)

	Yes?
	
	Notes:  

	No?
	
	

	Date:
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