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Oklahoma Office of Management & Enterprise Services]Real Estate and Leasing Services
SPACE ACQUISITION
TECHNOLOGY QUESTIONNAIRE
Capital Assets Management
This document is a guide to ensure everything is completed as part of a scheduled move. Each move has unique challenges to be addressed. This is a list of items that the project manager must ensure are completed for a successful move.
	1. [bookmark: Text1]Site contact name:      
	2. Site contact phone:      

	3. Is there any construction, including remodeling, being performed? (Construction must be completed before equipment can be installed due to the sensitive nature of IT equipment and the replacement costs for any damage.)      

	4. Address of current location:      

	5. Address of new location:      

	6. Will both locations need to be active at the same time? (If so, for how long?)      

	7. How many people are moving?      

	8. [bookmark: Check1]|_|	Attach a copy of the blueprint or floor plan of the new office location (should include markups showing proposed furniture type and 	orientation, any shared office equipment, data lines, electrical and jack locations for voice and data, communications closets, etc.).
|_|	What is the ETA for receipt if not yet available?      

	9. Is there now or will there be space shared with any other agency/business?      

	10. Does your agency need scan-to-email or scan-to-FTP capabilities?      

	11. What are your agency’s conference room needs?      

	12. How many devices will touch the network? (laptops, desktops, printers, faxes, AVDs, video equipment, badging systems, etc.)      

	13. Phones: Does your agency need emergency lines (fire alarms, elevators, etc.)?      

	14. Does your agency need the ability to fax?      
	15. Will there be a hotline at the location?      

	16. Does your agency need a badging system?      
	17. Will there be any security door locks?      

	18. Does your agency need security cameras?      

	19. Does your agency need access points, or will you be taking existing points?      

	20. Does your agency need a new ZAP IN setup (sign-in iPad for visitors)? (If yes, Apple is the standard, and the agency must submit a ticket for integration into Apple Business Manager.)      

	21. Does your agency need kiosks?      

	22. What peripherals are needed (PCs, laptops, monitors, keyboards, mice, phones)?      

	23. What audio-visual items (SMART Board, etc.) are needed?      

	24. What body camera chargers are needed, if any?      

	25. Who will schedule office items and printers to be moved?      

	26. Are there currently HVS phones?      
	27. How many desk and conference phones are there?      

	28. Is there any interest in switching to Teams Phone as part of the move?      

	29. Provide any phone numbers to be ported, including the agency hotline, if applicable:      

	30. Will an analog gateway be needed?      

	31. Are any on-premises servers involved?      

	32. Is a VPN currently used or needed?      

	33. Are multiple domains used? (If so, list domain names.)      

	34. Is there on-site agency staff to perform any IT activities? (Include any employees involved in end-user/workstation support, network or server tech, cabling, etc.)      
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