To all B937 Managers, 

New Hires/Contractors:
To help ensure that the new hires or contractors can immediately start their work on their first day, please provide the  following: 


· Two weeks prior to the employee’s start date, the necessary computer hardware for the employee is in the LanOps staging area. 

· Two days prior to the employee’s start date, a valid employee id must have been entered into the HR system, so that accounts may be setup in advance. 

· Two days prior to the employee’s start date, a notification needs to be given to LanOps at iss-lanops@lbl.gov so that the computer and the accounts can be set up for the new hire.


Existing Employee's:
For any internal moving of computer equipment needs, please provide LanOps two day prior notification so they can properly schedule the move. 

Terminated Employee's:
When a employee is no longer employed at the Lab, please provide LanOps immediate email notification upon termination.

Note: LanOps is currently out of any computer hardware that could be loaned out on a temporary basis. 

Thank you for your cooperation. 

Jeff Willer 
LanOps Group Manager

