Louisiana Office of Telecommunications Management

Standard Voice Messaging Order Form (OTM-7)


Use F1 for Help or Click Here for Form Instructions
	

	Subscriber Information
     

	Subscriber's Phone Number
	      
	
	Billing Account Unit
	      

	Mailbox Number
	      
	
	Site Contact
	      

	
	(for OTM use only)
	
	
	print- last, first

	User Name
	      
	
	Contact's Phone Number
	 (     )     

	
	print- last, first
	
	

	Agency
	      
	
	

	

	

	

	Mailbox Type     

	 Basic Mailbox Types
	Other Mailbox Types

	 FORMCHECKBOX 

	Basic Memory Call 
	 FORMCHECKBOX 

	Memory Call Information Only Mailbox

	
	30 messages
	Announcement only, no messages, 1-minute greeting

	 FORMCHECKBOX 

	Large Memory Call
	 FORMCHECKBOX 

	Memory Call Information Only Mailbox

	
	90 messages
	
	Announcement only, no messages, 3-minute greeting

	 FORMCHECKBOX 

	Transfer Mailbox
	 FORMCHECKBOX 

	Memory Call Information Only Mailbox

	
	Transfer to Mailbox Number:
	     
	
	Announcement only, no messages, 6-minute greeting

	 FORMCHECKBOX 

	Business Extension Mailbox
	

	
	Mailbox Numbers:
	     
	

	

	

	  Functionality

	1)
	If other telephone numbers forward to this line, list them here; they will all require transfer boxes:

	
	     

	2) 
	Exit Out Feature:  If you would like callers to be able to press "0" to exit your voicemail and be transferred to another number, indicate that ten digit telephone number here (this number should NOT have voice mail):

	
	     

	4)
	Forwarding Calls To Mailbox:   Unless otherwise specified, your calls will be forwarded to voice mail when this line is busy or not answered after 3 rings.  (Note: it is not necessary that forwarding for busy and don't answer be the same)

	
	     

	5)
	Is this is a Digital (ISDN) Line with set buttons for "Call Forward Busy", "Call Forward Don’t Answer" and/or "Call Forward Variable"?  (Buttons may be labeled CFB, CFDA, CFV.)   

	
	 FORMCHECKBOX 

	This is a digital line, and HAS buttons for call forwarding

	
	 FORMCHECKBOX 

	This is a digital line, and does NOT have buttons for call forwarding

	
	 FORMCHECKBOX 

	This is NOT a digital line

	

	

	Approval

	All requests must have agency telecommunications coordinator or OTM project manager signature.  

	
	     
	     

	TC Signature 
	Date
	Phone Number

	

	

	For OTM Use Only

	
	Add Cat Code(s):
	
	ECAS CFB to:
	     
	
	Date:
	     

	
	
	
	ECAS CFDA to:
	     
	
	OTM Project Code
	     

	
	
	
	No. of Rings:
	     
	
	
	

	
	Message Waiting:
	 FORMCHECKBOX 

	Exit out to
	     
	
	
	


Save the form in Microsoft Word.  Email a copy of the SAVED form to voiceorders@la.gov
Rev. 4/2015

