
	STEPS FOR REQUESTING GENERAL HELP FROM

NDE OFFICE SERVICES.

	We have many people making requests and to be fair to everyone, requests are handled on a first come, first served basis.   To help ensure you receive the most efficient and prompt service from us, please note the following guidelines.   This will help us centralize requests, establish priorities, respond in a timely manner, meet your requirements, and provide quality service.

	STEP 1
	Determine what your needs are.

	
	

	STEP 2
	Determine if you and/or any of your team members can complete the task.

	
	

	STEP 3
	If you determine that you will need our assistance please contact us as soon as possible by e-mail even if it is months in advance.  The more lead time you provide us, could help ensure your request can be completed on or close to the day and time you need. 
Designate only 1 person on your team as point of contact.
Send e-mail to nde.mailroom@nebraska.gov and in the subject line put “REQUEST”, we will respond as soon as possible.

	
	

	STEP 4
	In your e-mail please explain in detail what you need help with. If appropriate include the accurate amount and approx. weight of the items, final destination, contact person, and the time and date you would like our assistance.         ***PLEASE NOTE***:  So nothing gets left behind-All boxes should weigh 50-lbs. or less and be no larger than a standard size paper box, completely sealed (no folded bottoms) and they must have tops ( lids or sealed/taped). No loose items and have everything packed and ready to go.

	
	

	STEP 5
	After we receive your e-mail we will check our schedule to determine our availability.  You will then receive confirmation by email indicating if our schedule permits us to assist you in accomplishing the requested task or when the next available time is. We may request additional information before we can give a response.

	
	

	STEP 6
	When you receive our email confirmation response please follow any instructions that may be included. This will help us in accomplishing the task promptly and accurately.

	
	

	STEP 7
	On the date of the task please be completely ready to go before we get to your area. This will help to get the task accomplished in the most efficient way possible.

	
	

	STEP 8
	If there any changes regarding the request please contact us as soon as possible and we will do the same.
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