TENNESSEE STATE UNIVERSITY

TELECOMMUNICATIONS


TELEPHONE:  615-963-7611			P.O. BOX 9560				      FAX:  615-963-2187

















LAST NAME:			FIRST NAME:			MI:	





DEPARTMENT:							BUDGET CODE:





BUILDING:				ROOM:				P.O. BOX:





CAMPUS TELEPHONE:			FULL TIME (YES/NO):		ADD/DELETE 





All long distance telephone calls made on TSU’s telephone system can only be made using a PIN (personal identification number) issued by Telecommunications.  This PIN is for your use only and must not be given to anyone else.  All long distance calls are tracked by PINs and referenced to a university budget account.  Long distance calls are to be made for university business only.  No personal long distance calls are to be made using you PIN!  Detection of unauthorized long distance calls should be reported to Telecommunications.  A personal telephone log should be maintained on a monthly basis for recording all long distance telephone calls.








I have read the above PIN policy statement and agree to abide by these guidelines.








SIGNATURE:								DATE:




















SIGNATURE:____________________________________________  DATE:________________


DEPARTMENT HEAD








SIGNATURE:____________________________________________  DATE:________________


DIRECTOR/DEAN








VICE PRESIDENTIAL APPROVAL REQUIRED FOR NON FULL TIME EMPLOYEES








SIGNATURE:____________________________________________  DATE:________________


VICE PRESIDENT








PIN NUMBER ASSIGNED: ____ ____ ____ ____ ____ ____		DATE:








TELECOMMUNICATIONS MANAGER:








ALL PINS WILL BE PICKED UP PERSONALLY OR MAILED BY SPECIAL REQUEST











