Internet Confirmation System Contact/Access Information

	Type of User (Check all that apply)

Department Confirmation Contact 

     Administrator*

Department Read-Only Access

Data Enter Department SGL Balances

     (for DOL/OPM confirmations)

Data Enter Fund-level SGL Balances 

     (for BPD/FFB confirmations)
	(
(
(
(

	Department Name
	

	Department Code (2 digits)
	

	Agency/Bureau Name
	

	Fund Symbol(s)

Compressed Format:  Dept. Code (2 positions), Period of Availability (1-4 positions),  Main Account (4 positions), Sub-account (3 positions)

Examples:     12X5205000

                                  88990300000
	

	Confirmation Contact Name (also establishes System Access Rights)
	

	Internet Email Address
	

	Street Address
	

	City
	

	State (2 characters)
	

	ZIP Code (5-9 digits)
	

	Phone Number (with area code and dashes)
	

	Fax Number (with area code and dashes)
	


* The Department Confirmation Contact Administrator will coordinate and enter all department confirmation users into the Internet Confirmation System contact/access database to establish their access rights to the system.

NOTE:
Only one contact person will be established for each fund symbol’s confirmation, 


and for department-level confirmations.  This is necessary because the access ID 


information is also used to populate the contact information on the confirmation 


forms.  If multiple individuals need access to a particular confirmation form, they 


will need to share ID/password.

