



Date of Request:   __________________________________        Effective Date: ________________________________

Agency / Department:  _________________________________________________________________
Contact Name: _________________________________________________  MSC NUMBER:

Email address:  _________________________________________________
Phone Number:  ________________________________________________
ADDITION / Confirmation of New MSC Address:
The following information is necessary before an MSC address is assigned:
Company Code & Fund Code/Cost Center:  __________________________________________________________
Billing Contact info (Name and email) _____________________________________________________________
____________________________________________________________________________________________
Physical address of where your courier will collect outgoing mail and deliver mail: 
____________________________________________________________________________________________
____________________________________________________________________________________________
MOVE / RELOCATION of MSC Address: ___________________________________________
Use this option when you intend to keep your current MSC address but have physically moved the location of your office.  Please write the address of the new permanent location, the date new service should begin, and where the mail is to be delivered: 
 ______________________________________________________________________
_______________________________________________________________________
[bookmark: _GoBack](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.
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