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Local Government Information for NCID


The NCID team needs you to complete the table below so we can add your organization’s division and sections to the NCID service.  This information about your local government organization (county or municipality) will be used to create records for your organization in the NCID service.  Please provide the information in the form by Word document.  If you can not provide a Word file please contact us for additional instructions.
Your organization may already be entered in the NCID system.  Click on the link NCID Administrators by County to see a listing of all local government organization currently in the NCID system.  If your organization information is listed there (Including division), you will not need to complete this form. 
Please enter the contact information and all the divisions and sections (if needed) in the form below.  There are instructions and an example at the end of the table below.  Divisions in NCID will equate to departments for most local government organizations.  Each division can be selected to have sections.  There is not a requirement to have sections, but it can be done division by division.  Should sections be needed, you must have more than one for the associated division.
Should you have questions or need additional information, please call the ITS Customer Service Center. at 800-722-3946 or 919-754-6000.  Email the completed form to its.incidents@its.nc.gov
NCID Entity Information - Instructions Below
	Organization Name
	

	Primary Contact
	

	Primary Contact Email
	

	Primary Contact Phone
	

	
	Division/Department
	Section  (optional)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Instructions
Organization Name - The name of your organization (county or municipality).
Primary Contact Information - Enter the name of the person that the NCID team may contact with questions about your organization.  Please enter a name, phone number and email address for the contact listed. 
Division/Department - Please list all the divisions/departments associated with your organization.  This will be the list the system selects from when a user registers as a member of your organization.  Local government employees must select a division/department from the list presented to complete the registration or migration process.
Section - Sections are optional.  If a section is required for a single division/department it should be identified on the form.  The sections listed will be associated to the division/department listed next to it.  You may have some division/departments with sections and some without sections for your organization.  If you indicate one or more sections for a division/department then any user registering for the division/department will be presented a list of the sections to choose from.  NOTE: Your organization can have divisions/departments with and without sections!
Example:

	County Name
	Smith

	Primary Contact
	Joe Doe

	Primary Contact Email
	Joe.Doe@ncmail.net

	Primary Contact Phone
	919-555-1155

	
	Division/Department
	Section  (optional)

	
	Department of Investigations 
	Internal
External

Top Secret

	
	County Commissioners 
	

	
	Fiscal Services
	Payables
Receivables

Other

	
	
	


