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Request Form for a new O365 Mailbox
To request a new Office 365 mailbox account or an additional account please complete all section of this form. Please note that you can use one form for all new users. We will then contact you to confirm details and cost. 
Before you start please note:
· There's a charge of £20 per mailbox for this service.

· This form is to be completed only by the Headteacher or the Business Manager/Bursar and be sent from a named mailbox only, requests will not be accepted from a generic mailbox.
Once complete please email the form to: ITServicedesk@suffolk.gov.uk. 
	Name of school / academy  
	Full school name

	3-digit code for your school / academy
	3-digit code allocated to your school / academy

	Contact name (must be HT/SBM or Bursar)
	Primary contact for this request

	Job role of the requester
	

	Payroll number of the rquester
	

	Contact email address
	Primary contacts email address

	Contact phone number
	Primary contacts phone number

	Number of (email) accounts required
	Number of accounts


User's details

Using the box below, please provide full name(s) of user(s), Include all names of people you would like setup and any preferred names if it is different from their given name.

	User's details 
Please also include, job title and any preferred names, payroll no./employee id no.
	Details for each user who requires a new mailbox

	If the user(s) is/are changing role(s), please provide their name and new role
	Full username and new job role

	Date when the accounts are needed by
	Please note it can take up to 3 working days for the request to be processed

	If the new user is a replacement for a leaver, please provide the email address to be deleted and the date of deletion if not with immediate effect.
	

	About your request
	New request for a school mailbox account or
Requesting an additional school mailbox account, and/or any other relevant information


Please make sure you have answered all the questions on the form before submitting it.

After submitting a form, you will receive an email notification confirming the service request number assigned to the request. 

If we require any additional details, we will then contact you on the details you have provided.
All new mailbox requested and provisioned in-line with our standard terms and conditions for this service.
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