VNS-01 Form Instructions for High Schools Migrating from NCIH to NCVIP:
Requestor Name: Person submitting VNS-01 Form to ITS such as the Technology Director.

Requestor Telephone Number: Telephone number of person submitting VNS-01 Form to ITS. If needed, Requestor will be contacted for clarification of the information on the submitted form.

Requestor E-mail: E-mail address of person submitting VNS-01 Form to ITS.  Confirmation of receipt of order is usually submitted by email.

Requestor Fax Number: Fax number of person submitting VNS-01 Form to ITS. Fax number provides an alternate method of communication between Requestor and ITS.

Department Code:  ITS assigns an alphanumeric (16 digits) Department Code identifying the organization who will pay for the service.  For migrating high school sites, this is the NC Department of Public Instruction’s Department Code.  If the organization submitting the request for service is paying for it and currently receives an ITS invoice, use the Department Code assigned to your organization. The Department Code appears on ITS invoices for organizations currently receiving ITS services. If the organization submitting the request for service is a new ITS customer and the service is not being paid for by a secondary existing customer, this box may be left blank.
Department Name:  The name of the organization who will pay the service fee.  This name should match the Department Code assignment.

Alternate E-mail:  The alternate email is used only when there is third party billing for the requested service. For example, when the NC Department of Public Instruction is paying for the service, their contact’s email address is indicated in this section so that DPI will receive notification of your request.
Federal ID:  The Federal ID is only needed if the bill to organization does not have a Department Code assigned.

Site Name:  Site name is the location of the institution where the service will take place. For example, in a request for videoconferencing services this might be the name of a high school in your district. Multiple high schools or sites in a district should be listed separately.  Additional page(s) of Site Name information is provided.

Site Number:  The site number is provided by the video services regional coordinator for your area.  It is assigned by ITS.

Site Address: The physical location of the institution listed under Site Name.

City, County, and Zip Code: Each of these boxes pertains to the location of the institution listed under Site Name.

Site Contact Name:  The name of the person who will be responsible for receipt of service at the institution listed under Site Name.
Site Contact E-mail: Indicate the E-mail address of the person listed under Site Contact.

Site Contact Telephone Number: Indicate the telephone number of the person listed under Site Contact.

Video Over IP (NCVIP) Services Section: Indicate numerically the number of sites receiving the service requested.  For example, if there are four high schools in your district migrating to the NCVIP service, indicate 4 under the NEW column for Unlimited IP Video Subscription.  In certain situations, this may be 1 under the NEW column for Unlimited IP Video Subscriptions and 3 under the NEW column for Additional IP Video System (Same Circuit).  Consult with your video service Regional Coordinator to fill this section out appropriately.

Remarks/Special Instructions:  Indicate in the Remarks section any special instructions including the desired effective date of service if this is a Change or Cancelled service request or a new Web Conferencing Service and/or Streaming Media Service request. All videoconferencing service requests are activated upon completion of certification of codec connectivity.
Fiscal Office/Budget Authorization Signature (Mandatory): An appropriate signature is needed if the bill to organization does not have a Signature on File.  Only the NC Department of Public Instruction currently has a Signature on File. This is a special process. 

Reminder: All VNS-01 Forms must be submitted with a Service Level Agreement Signature Page when ordering new services.
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