	MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES
BUREAU OF GENERAL SERVICES
MOVE REQUEST

	

	
	MOVE NUMBER

	PART A – COMPLETED BY REQUESTING UNIT

	SECTION / BUREAU
	TELEPHONE NUMBER

	CONTACT PERSON
	DATE

	     
	(   )    -    
	     
	     

	[image: image1.wmf] 

DIVISION APPROVAL
	TARGET DATE OF MOVE 

	
	     

	PRESENT ADDRESS
	IS THIS MOVE WITHIN SAME BUILDING?

	     
	 No Yes     

	NEW ADDRESS

	     

	PURPOSE FOR MOVE

	     

	[image: image2.wmf] 

DEPARTMENT APPROVAL

	

	STAFF TO BE MOVED:   (Attach additional sheet if necessary.)

	1.
	NAME 

	PHONE NUMBER
	TAKING PRESENT
COMPUTER
	RECEIVING
NEW COMPUTER


	
	     
	(   )    -    
	 No Yes     
	 No Yes     

	2.
	
	
	
	

	
	     
	(   )    -    
	 No Yes     
	 No Yes     

	3.
	
	
	
	

	
	     
	(   )    -    
	 No Yes     
	 No Yes     

	TYPE OF FURNITURE – excluding file cabinets:   (Attach additional sheet if necessary.)
      

	NUMBER OF FILE CABINETS:       
	   
	Upright 
	(Remove all contents
EXCLUDING 2 bottom drawers.)
	   
	Lateral   (Remove ALL contents.)

	
	
	
	
	
	

	NUMBER OF FAX MACHINES:      
	  
	 
	FAX NUMBER(S)
(   )    -    
(   )    -    
(   )    -    
(   )    -     

	
	
	
	

	NUMBER OF COPY MACHINES:
	  
	
	BRAND / MODEL
     

	
	
	
	

	NUMBER OF COMPUTERS:
	   
	
	Have Network Access forms been sent to OIS?       No Yes     

	
	
	
	

	NUMBER OF BOXES TO MOVE:
	    
	
	

	
	
	
	

	OTHER EQUIPMENT:
     

	NOTIFICATION OF MOVE HAS BEEN MADE TO THE FOLLOWING:  (To be completed by General Services.)

	 Non-Expendable Property Transfer (DH-60) Maintenance
 Inventory
 Phones


 State of Missouri Office of Administration
 Utility Company
 OIS
 Mailroom

 Office of Personnel




 Building Access/Security


	ADDITIONAL COMMENTS: (Please use this section to identify when you are moving an FTE that will result in the need for any of the above services once the FTE is filled in its new location.)
     


	PART B – APPROVAL BY GENERAL SERVICES

	[image: image3.wmf] 

GENERAL SERVICES SIGNATURE

	TITLE
	DATE


MO 580-2748E (5-05)
DISTRIBUTION:  SEND ELECTRONICALLY
DH-90
�





�





�








