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 The individual who will be the new contact and that individual’s title, phone, and email contact 
information. 
 The letter must be signed by the President, Vice President, or the individual who originally opened 
the account.  

Once the letter is received the background department will update Primus and forward the information to the 
vendor. The background department will contact the new Screening Administrator and notify them of the 
change.  

 


