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PCIT Help Desk Request Form

Requests to change financial or organizational/personal account information in PCIT are now required in writing for audit purposes.  Please enter in as much information about your issue or request in the provided form. A * indicates that the form field is required.  If you do not fill in all the required fields, the form may be sent back requesting the missing information, which could delay our response time with your request.

You can e-mail the completed form to the PCIT Help Desk at pcithelpdesk@aphis.usda.gov.  The PCIT Help Desk can no longer receive faxes.
	Contact Information

	Name: * 
	     
	E-Mail Address: *
	     

	Phone Number: *
	     
	
	

	Company/Organization Information

	Organization Name: *
	     
	
	

	PCIT Org ID: *
	     
	Your PCIT Org ID is located in the top right corner of all PCIT screens, above the 'Sign Out' link, after you have logged into PCIT.


	Type of Issue/Request


In order to better serve you, we must identify what type of issue/request you are sending.  Fill out ONLY the section that best describes your issue/request.

	If your issue/request concerns:
	Then fill out this section:

	Fixing financial transactions
	Financial Transactions

	Merging one or more PCIT organization accounts together
	Organization Consolidation and Inactivation

	Converting an applicant organization (shell†) into a 
PCIT organization account
	Applicant Organization (Shell†) Conversion into a PCIT Organization account.


	Financial Transactions

	Choose one of the following options.  You only need to fill out the fields relevant to your request.  Include any attachments to this form that you think might aid us in assisting you.  Attachment examples may include PCIT reports such as APHIS Form 94 for Manual Fees, Federal Fees Collected, and Debit Transaction Report.

	Option 1:  Remove an Incorrect Deposit from an Account
Use this section to remove a deposit that was made to the wrong Applicant account.

	Org ID to Remove From: *
	     
	Please redeposit the money into the correct account.  This will ensure that the funds will be available to the proper Applicant immediately.

	Check/Money Order #:  
	     
	

	Reason/Comments: *
	     


	

	Option 2:  Fix Incorrect Deposits

Use this section to correct the Check/Money Order Number or the Amount of the deposit. 

	Org ID: *
	     
	

	Check/Money Order #:  
	     
	Corrected Check/Money Order #:  
	     

	Check/Money Amount $:  
	     
	Corrected Amount $:
	     

	Reason/Comments: *
	     




	Organization Consolidation and Deactivation

	Requests for organization consolidation must come from the PCIT Org Admin/USDA Representative

	Organization to Keep:

	Organization Name: *
	     
	PCIT Org ID: *
	     

	Organization to be Deactivated with the Option to Merge Data:
If neither of the merge check box options are selected, no merge will take place and the organizations listed below will only be inactivated.

	Organization Name: *
	     
	PCIT Org ID: *
	     

	                       FORMCHECKBOX 
  Merge the account balance of this organization into the organization I am keeping.
                       FORMCHECKBOX 
  Merge the user accounts of this organization into the organization I am keeping.

	Deactivate Shell Account:

	Organization Name:  
	     
	PCIT Org ID:  
	     

	                       FORMCHECKBOX 
  Merge the account balance of this organization into the organization I am keeping.

	Reason/Comments:   
	     



	Applicant Organization (Shell†) Conversion

	† Applicant organizations created internally within PCIT by an ACO or ACO Administrator are often referred to as shell accounts.  These shell accounts can easily be converted into standard PCIT organizational accounts and in doing so the organization will maintain past application and financial transaction information. 

	Organization to Convert:

	Shell Org ID: * 
	     

	Shell Org Name: * 
	     

	Org Admin Name: * 
	     

	Reason/Comments:   
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