RESPONSIBLE ORGANIZATION DESIGNATION AND AGREEMENT OF AGENCY

JOB AID
DO NOT INCLUDE THIS JOB AID WHEN FAXING TO THE CUSTOMER OR THE RESPORG

· ILLEGIBLE FORMS AND INCOMPLETE FORMS WILL BE REJECTED

· PRINT USING A FINE TIP INK PEN

· DO NOT USE A COVER SHEET

· PLACE YOUR NETWORK ORDER simultaneous TO FAXING YOUR RESPORG FORM

· RESPORG WILL NOT BE CHANGED AND TRAFFIC WILL NOT BE DIRECTED TO AT&T’S NETWORK UNTIL YOUR ORDER DUE DATE IS REACHED (DOES NOT APPLY TO SAVES).

· THE FOLLOWING FIELDS ARE REQUIRED FOR ALL RESPORG FORMS:
· Company Billing Name - Indicate the customer’s billing name as it appears on a current copy of the customer’s bill.  Include abbreviations and punctuation exactly as printed on the bill copy.  

· Company Billing Address, City, State, Zip - Indicate the customer’s billing address, city, state, and zip as it appears on a current copy of their bill.  Include abbreviations and punctuation exactly as printed on the customer’s bill copy.

· Company Contact - This is the contact person at the customer’s location who is responsible for the company’s telecommunications.

· Contact Phone # - This is the Company Contacts phone number.

· Fax # - This is the Company Contacts Fax number.

· Authorized By (Signature or Pin) - This is the signature of the person who is authorized to make RESPORG changes for their company.  If utilizing third party verification, denote the PIN in this field.

· Authorized By (Print Name) - Print the name of the person who Authorized the RESPORG change.

· Authorized By (Title) - Print the title of the person who Authorized the RESPORG change.

· Authorized By (Date) - Print the date that the form was signed.  Caution: The date cannot be older than 30 days.

· (8     ) - Print the toll free numbers for which a RESPORG change is being requested.  Include a separate form for every toll free number with a differing RESPORG ID.

· ID (Old Responsible Organization) - Print the five character REPORG ID for the losing carrier.  This information can be found on the Intranet at the following URL: http://class.ims.att.com/cgi-bin/pic.sh.  You may need to refresh to obtain the most current RESPORG data.   

· AT&T Name - Print your name here.  

· Phone Number - Print your phone number here.  We will phone this number when questions arise regarding this form.

· AT&T E-Mail Address - Print your complete E-Mail address here.  All correspondence relating to receipt of this form as well as rejects will be sent to this address.

· Branch - Provide the Branch associated with this request.  For example, Worthington ICRC , Minneapolis Customer Care Center.   

· Save - Check this line if an AT&T billing profile already exists for the specified toll free number.  Fax your request to 1-800-633-0065.

· Winback - Check this line if you are issuing a new order to establish service for this customer.  Fax your request to 1-800-633-0065.

· Nodal - Check this line if your customer currently has megacom service or if you are installing new megacom service.  Fax your request to 1-888-815-7329.
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	I hereby designate AT&T to act as Responsible Organization (“RESPORG”) for the following toll free service telephone numbers.  I further designate AT&T to act as my agent to transfer RESPORG functions to AT&T.  These designations supersede all prior RESPORG designations pertaining to these toll free service numbers.


	Company Billing Name:
	     

	
	(As it appears on the customers bill copy)

	Company Billing Address:
	     

	
	

	City:  
	     
	State:
	     
	Zip:
	     

	
	

	Company Contact:
	     

	
	

	Contact Phone #:
	     
	   Fax #:
	     

	

	Authorized By:
	
	     
	
	     

	
	
	(Signature or PIN)
	
	(Print Name)

	
	
	     
	
	     

	
	
	(Title)
	
	(Date)

	Toll Free Service Numbers for which RESPORG Functions are being Transferred

	( 8  )      
	
	( 8  )      

	( 8  )      
	
	( 8  )      

	( 8  )      
	
	( 8  )      

	( 8  )      
	
	( 8  )      

	
	
	

	OLD RESPONSIBLE ORGANIZATION
	
	NEW RESPONSIBLE ORGANIZATION

	ID:
	     
	
	ID:
	ATX01

	Name:
	     
	
	Name:
	AT&T

	Address:
	     
	
	Address:
	2651 Olive Street

	
	     
	
	
	St. Louis, MO  63103

	
	
	
	
	


	
	FOR AT&T USE ONLY
	

	
	
	
	

	AT&T Name: 
	     
	Phone No : 
	     

	
	
	
	

	AT&T E-Mail Address:
	     

	
	
	
	
	
	
	

	Branch:
	     
	Save 
	     
	Winback 
	     
	Nodal   
	     


	PRINT USING FINE TIP INK PEN WHEN COMPLETING THE RESPORG FORM - ILLEGIBLE FORMS WILL BE REJECTED!
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