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Enrollment number*      
Name of entity (must be legal entity name)*      
	Complete this form to reserve Licenses for Online Services.  The ability to use the License Reservation process is described in the Enrollment.  For any questions on the License reservation process or eligible Products, please refer to the Enrollment or contact entity’s Software Advisor or Reseller.
Please submit this request via Volume Licensing Help.  Contact details may be found on the Volume Licensing Service Center:
https://www.microsoft.com/licensing/servicecenter/Help/Contact.aspx.
For the purposes of this form, “entity” can mean the Customer, Enrolled Affiliate, Government Partner, Institution, or other party entering into a Volume Licensing program agreement; and “requestor” is the person submitting and signing this form and must be the Notices Contact and Online Administrator, other Online Administrator or Online Services Manager.


In the table below, please indicate which Licenses entity is requesting to reserve for assignment prior to a true-up or annual order.  The date upon which the Reserved Licenses are processed will be the date when those Licenses will be considered used by the entity (usage date) for pricing and billing purposes.  Requestor will receive a confirmation from Microsoft once request is complete.
	Quantity
	Online Service1
	If stepping-up2 from another Online Service, please indicate which service entity is stepping up from.

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>

	     
	<Choose>
	<Choose>


[bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6][bookmark: Check7]* Required fields
1 IDs that follow the Online Service name are for Microsoft Internal Use Only.
2 For step-ups to Enterprise Online Services requiring Transitions, entity’s true-up or annual order will include Transition Licenses vs. step-up Licenses.
Please enter entity’s requestor details.  
Requestor details:
First Name*      
Last Name*      
Contact email address*      
If submitted by Software Advisor or Reseller on behalf of entity: 
Software Advisor or Reseller company name      
Contact First Name      
Contact Last Name      
Contact email address      
[bookmark: Check9]
|_|  In checking this box, requestor confirms that it is authorized to reserve Licenses on behalf of entity.  Requestor understands and agrees to the true-up (or annual order in case of Enterprise Subscription Enrollment) order requirements for Reserved Licenses as governed by the Enrollment.  Requestor understands entity will be billed for these Reserved Licenses at the time entity submits its true-up or annual order and pricing will be prorated based upon the date of reservation.
	Entity’s requestor

	Signature*

	Printed Title*     

	[bookmark: _GoBack]Signature Date*      
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