



Date of Request:   __________________________________        Effective Date: ________________________________

Agency / Department:  _________________________________________________________________
County: __________________________________________________COURIER NUMBER:

Contact Name: ____________________________________________
Email address:  ____________________________________________
Phone Number:  ___________________________________________
Physical Address: ______________________________________________________________________

DELETION of Old Courier Number: ____________________________________________
Use this option to have your Courier number deleted from current scheme and billing databases.


MOVE / RELOCATION of Courier Address: _____________________________________
Use this option when you are physically moving the location of your office.  Please write the address of the new permanent location, the date new service should begin, and the closest courier box to the new address.   
______________________________________________________________________________
______________________________________________________________________________
(Mail Service Center Office Use Only)
Mother Account: __________________ 	Assigned Courier Number: _________________
· Assign new Courier number
· WITS Updated
· Add to Database
· Website Updated
· G65
· Email confirmation sent to advise staff
· Add/Delete Sheet Updated
· Keys mailed out





Please email this completed form to mschelp@doa.nc.gov.
[bookmark: _GoBack]	
Mail Service Center | 3905 Reedy Creek Rd | 5901 Mail Service Center | Raleigh, NC 27699 | 919-733-2913   T
image1.jpeg
North Carolina Department of Administration





