Permission to Format

You have requested that HSC Information Services perform an installation procedure on your computer that will include formatting the disk drive.  This procedure will completely and permanently delete everything on the disk drive.  By signing this permission form you acknowledge that you understand the permanent nature of the formatting procedure and that you have backed up any important information currently stored on the computer. 
IT IS ULTIMATELY YOUR RESPONSIBILITY TO SAFEGUARD INFORMATION STORED ON YOUR COMPUTER! BACK UP ANYTHING ON YOUR PC THAT CANNOT BE REINSTALLED FROM A MANUFACTURERS ORIGINAL INSTALLATION DISKETTE OR CD- ROM!  If you are in doubt as to where on your PC you may be saving important files, we will be happy to have a technician come to your office and help you locate them but we cannot guarantee that all information will be found.  As a rule, you can tell where files are being stored by starting the program you use to create them (i.e. a word processor or spreadsheet program), and performing a "file-open" and examining what directory the program defaults to. Files stored on network file servers will not be affected by the formatting process.  In some cases our technicians will assist in moving important files and documents to temporary network storage locations and in restoring these after the operating system is reinstalled on your computer.  In these cases it is your responsibility to direct the technician as to exactly which files you wish to have saved.  While our technicians are trained in this process and will take as much care as possible, there is always a chance that data may be lost during these types of transfers.   Finally, you should assure that you have original installation disks for any programs installed on your computer.  Our technicians will install any licensed products that we support (i.e. MS Office and Netscape). Installation and configuration of non-supported applications is the responsibility of the customer. 

By my signature below I acknowledge that I understand the consequences of the formatting procedure and authorize HSC-IS to proceed. 
____     I have performed a backup of essential data on my PC.
____     I have chosen not to back up the data that may be stored on my PC.

____     I request that the IS technician assist in backing up the following files and data directories.  (Add extra sheets or continue on back if necessary.)

( E-mail (Netscape 4.x)

( E-mail (Netscape 6/7)
( E-mail (Outlook)
( E-mail (Outlook Exp.)

( “My Documents” Folder
( Netscape Bookmarks

( Internet Explorer Bookmarks (Favorites)
Other: Please specify full path and file/directory name. _______________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

_________________________________________________           _____________

Owner of Computer                                                                                       Date

___________________________________________________________________

Reason for Formatting

____________________________

Service Request Number

___________________________________________________________________

HSC Information Services Technician
