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Please return form to: James Campbell
IT Services
Birkbeck College

Malet Street

London WC1E 7HX
020 7631 6543
its@bbk.ac.uk
IT Services can provide a mobile phone for College staff who have a business requirement for 24/7 access to mobile email.  
You should note the following when requesting a College device:

· Our service provider is EE.
· The minimum period for a new contract is two years.  A credit towards the purchase of the device is provided at £250, making many devices free. For an up to date price list, contact ITS. You are committed to pay the monthly charge ( £20 plus VAT for the standard unlimited UK calls, plus unlimited texts, plus 1Gb data; along with any charges outside of the contract) for the full two years.  Should you no longer require the device within the contract period, we will try and reallocate it to another College user if possible. 

· You have a free choice of devices.

· A Business World Sub-Project Code and Account Code must be provided (for recharge of the monthly charge) with the signed agreement of the appropriate budget holder.

· The use of the Mobile service must be authorised by an Executive Dean or Head of Professional Service Department, as appropriate.
Requester's Details
	Title:


	First Name(s):

	Surname:



	School or Professional Service Department:



	Telephone:



	Email:



	Business World sub-project code to be recharged for the monthly charge:




Continued…

I have noted and agree to comply with the conditions of use for the College Mobile service and associated policies:

	Signature of Requesting member of staff:


	Date:




Budget Holder's Authorisation
I confirm that funds are available from the above cost centre for use of the requested mobile phone.  [if the cost is to be met from a research budget - I confirm that this is an appropriate use of the research grant/budget]:

	Name
	Date:



	Position:



	Email:



	Signature:




SCHOOL / DEPARTMENT AUTHORISATION

(Executive Dean or Head of Professional Service Department - if different from budget holder)   

I confirm that the member of staff has a business requirement for a mobile phone:

	Name
	Date:



	Position:



	Email Address:



	Signature:
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