INSTRUCTIONS FOR COMPLETEING

REQUEST FOR A NEW BAC FORM

Contact Person:
Contact Person MUST be an AO, BO, or EO 

Person making request…this person will also be contacted if questions regarding the request arise.  

Contact Phone#:
Provide a phone number for the Contact Person 

Bldg & Rm #:
Provide the Bldg & Rm # of the Contact Person

Record Name:
The Name to be assigned to the BAC.  All acronyms must but be defined (i.e. CIT-EO CIT-Executive Office)


IC Name:
Institute or Center Name (i.e. Center for Information Technology – CIT)

***This section will be completed by the Telecom Billing Office***

---------------------------------------------------------------------------------

***Hierarchy Code:


***IC Code:
***BAC: 

*** Date entered Telecommunication Billing System:       /        /      

*** Date active Telecommunication Billing System:       /        /  

---------------------------------------------------------------------------------

Please email completed request to: CIT TELECOMM BILLING
Please Allow Up To 7 Business Days for Requests to be Completed

Confirmation of Completion emails will be sent to the Contact Person 

To add lines to a BAC a Telephone Service Request (TSR) must be completed with a complete listing of lines to be added and submitted to the Telecommunications Infrastructure Branch (TIB) for processing.   

Telecommunications Billing
REQUEST FOR A NEW BAC

*This request may only be submitted by an

Executive, Budget or Administrative Officer
This request through VERIZON may take up to seven business days.
Contact name:

Contact phone number:

Building and room number:

Record name (20 chars max): 

(name you wish to assign the record)

CAN number:

Your complete IC name:

*Hierarchy Code:


*IC Code:

*BAC: 

*Date entered Telecommunication Billing System:       /        /      

*Date active Telecommunication Billing System:       /        /  

   (Approximate date, normally two business days)

* Information provided by Telecommunications Billing Office *
** Please forward this request to the following email address: 

CIT TELECOMM BILLING. 

