HOW TO CHANGE AN ADDRESS
Non-Residents: Please change your address in your home state prior to changing in in Idaho

Step 1. Go to http://nipr.com/licensing-center/change-contact-info

C O 8@ nipr.com/licensing-center/change-contact-info

Step 2. Click “Go to the Online Application”.

Change Contact Information

Submit licensee contact information changes - physical addresses, emails,

phone, or fax information via NIPR's Contact Change Request tool.

Already Familiar with the State's Requirements?

Select the button below to be forwarded directly to the initial, renewal, line of authority addition, or contact change request application.

Step 3. Select if you are changing the information on an Individual or Business license.

Identify Licensee
) <= <=
Sign in as an individual Sign in as a business entity

Step 4. Enter the identifying information, click “I accept the NIPR Use Agreement”, then click “Next”.

Individual License Business Entity License
Individual Business Entity
Search Type License Number Search Type License Number
# National Producer Number (NPN) # National Producer Number (NPN)

Social Security Number (SSN) Federal Employer Identification Number (FEIN)

| accept the NIP

—p ) eement _N_] | accept the NIPR

€ Back Next < « € Back Next < «

Step 5. Click “Start”.
orwers

@ « 3 Message Center

Step 6. Select “Contact Change Request” then click “Next”.

Select Product

Product Type Producer Licensing
Adjuster Licensing

Other Licensing
=P O Contact Change Request (Change Address, Phone, or Email)
Demographic Update

PDB Detail Report

€ Back Next 3 «

Step 7. Select what you are changing. (address change is shown here, but they all work the same way)

Contact Change Request

€ Back Next

Step 8. Find the address you need to change and click “Edit Address” .

A Address

S Designated - Mon- No Electronic
‘ # Resident & Home State " Resident e Changes ‘
Home Address (1) Edit Address [/ <

State(s) Update Applies To:

Current Home Address: 123 Main Street, Springfield, ID, 83330




Step 9. Make sure Idaho (and your home state for non-residents) is selected. Edit the Address and click “Save”.
Home Address (3)

State(s) Update Applies To:

A D

DlN D

OmM
N

o@D
EEw
EDEm
ELlED
)
D,
G

MA

DMO

E
Y

|

[
5

LA D
N
D)0

EW@
PA
™| |0
w0

wv

O (@n)
En(@Cw)
[Gwo) [Cwe)
Cvs) @
(SIT)) GET| SIY)
EEDIEED)
Csc)(Cse)
-

Ellllll

[] Select All
Current Home Address: 123 Main Street, Springfield, ID, 83330 -

AddressLine 1: | 987 1st Avenue

Address Line 3:

Cioy:  Spri State: | |D ZipCode: | 8333

m Cancel

r
| IF YOU GET THIS MESSAGE YOU NEED TO VERIFY THE ADDRESS ANDi IF YOU GET THIS MESSAGE YOU NEED TO CHANGE THE ADDRESS IN |

CLICK EITHER EDIT ( IT IT'S WRONG) OR CONTINUE (IF IT’S RIGHT) ' YOUR HOME STATE THEN SUBMIT THE REQUEST AGAIN. i

: . | -

/ r **Attention** ) 1

|

**Attention** i A Changes will not be applied to the following states: |

The USPS search yielded the following address ! .

@ 114 WOODLAND RD, LANSING, K5, 66043-1249 ' ldaho 1
Edit 'SLJDITI.ir[Eﬂ addre_ss must match address for resident’home

' state license Resident 1

i ;

1 — .

Step 10. Once you’ve made all the changes you need to, click “Next”.

€ Back Next «

Step 11. Review your changes and click “Next”.

Contact Change Request

€)  These changes are for your review and have not been submitted

Review your contact changes here. Contact information displayed in bold and highlighted indicates changes made during this session for the states
listed.

State Residence/Personal Business Mailing

[ 1oao] 987 1st Avenue 1987 1st Avenue 987 1st Avenue
Springfield Springfield Springfield
ID D ID
E: fake@fake.com E: fake@fake.com

P: (555) 555-5555

€ Back Next 3 #

Step 12 Click the correct option and press “Next”.

|amsubmittingfor ~ ® Myself

© someone else

€ Back Next «

Step 13. Read the attestation, click “I accept”, and click “Next”.
_




Step 14. Enter your information and click “Next”.

Verification Contact

0 Your receipt and any additional information about this transaction will be sent to the following email addresses.

— il [ Reguired

Email
Email Optiona
Email Optiona
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Step 15. Review the information and click “Submit”.
The process is now complete.

Submit Requests

The fallowing states will be sent the requests made during this session.

State Description State Fee NIPR Fee Fee Summary

IDAHO Contact Change Request $0.00 50.00 Totsl State Fees $0.00

Total NIPR Fees $0.00

Grand Total £0.00

Submic % «

+ Allow up to 5 days for changes to display on PDB
Requests are not complete until payment is made. Please click the Submit button.

€ Back

If you have questions please contact the Department at agent@doi.ldaho.gov




