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Guidelines for Additions or Changes to Phone Service

The following phone changes do NOT need an ILR:

· Adding/Subtracting voice mail

· Name changes for display on phone

· Billing changes – to change account number

· Class of service – such as domestic to foreign

· Re-set password for voicemail 

Call or email our Telephone Service Rep -  Joan Marshall -  and she will process the change.

The following phone changes DO require an ILR:

· To add/remove a jack

· To add/remove a phone

· To change the type of phone

· To transfer the phone number

· To discontinue phone service.

For the above changes bring the following information to Joan Marshall:

· Your name and life number

· The phone extension (if you have one)

She will type an ILR and return it to you for your signature and your supervisor’s approval. Return the approved ILR to Joan Marshall and she will submit it to ITD Telecom Section. They will process the change. 

