HUBSCO SERVICE REQUEST FORM
Office for Historically Underutilized Businesses

PHONE:  (919) 807-2330   //   FAX:  (919) 807-2335   //   E-MAIL:  huboffice.doa@doa.nc.gov
Request must be scanned and e-mailed or faxed along with the appropriate authorizing signature

Please complete this form if you are experiencing system problems or receiving error messages on the HUBSCO Construction Reporting System or Training Site.  The HUB Office will respond to your request in a timely manner.

CONTACT INFORMATION:
	Request Date:
	     


	Public Entity Name:
	     


	Department:
	     


	Division:
	     


	Requestor:
	     
	
	     


	Phone Number:
	(    )     -     
	Ext.:
	     


	Fax Number:
	(    )     -     


	E-Mail Address:
	     


	HUBSCO Training:
	 FORMCHECKBOX 

	Yes – I attended
	 FORMCHECKBOX 

	Attended, but I would like a refresher course


	 FORMCHECKBOX 

	No – I did not attend
	 FORMCHECKBOX 

	I would like to attend a training session


ERROR INFORMATION:

	Error occurred in which site:
	 FORMCHECKBOX 

	Training
	 FORMCHECKBOX 

	HUBSCO Construction Reporting System


	Is there an Error Message:
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No
	      Total # of pages, including this form

	If Yes, then please PRINT and FAX or paste and e-mail all Error Messages and current HUBSCO screen to the HUB Office.


INITIAL ASSESSMENT:

	DESCRIBE WHAT INFORMATION WERE YOU ATTEMPTING TO ENTER PRIOR TO THE ERROR OR MESSAGE:

	     

	     

	     

	     

	     

	     

	     


	NAME OF DESIGNATED SYSTEMS ADMINISTRATOR

(Print Name):______________________________ (Signature):___________________________________Date________


	AUTHORIZED SIGNATURE OF RESPONSIBLE OFFICER TO APPROVE SERVICE REQUEST

 (Print Name):______________________________(Signature):___________________________________Date________                                                                                                 
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