
EPS Admin Change Instructions 
 
 
This is from the EPS Instructions on ISBE’s EPS webpage. 
 
Requests for administrator changes must be on organizational letterhead and include: 

• RCDTS code 
• New administrator’s name 
• New administrator’s email 
• New administrator’s title 
• Outgoing administrator’s name 
• Federal Employer Identification Number (FEIN) 

• This may be found on your organization’s W-9 form, which is used to provide your 
correct Taxpayer Identification Number. 

 
Requests for address and/or phone number change must include: 

• RCDTS code 
• Administrator’s name 
• Current address/phone number 
• Previous address/phone number 
• FEIN 

 
Updating EPS for cat. 9 entities: 
Please send the following information on official school or district letterhead: 

• Organization’s RCDTS Code  
• Effective date of change 
• New administrator’s name  
• New administrator’s salutation 
• New administrator’s email/phone number  
• Previous administrator’s name 

Pdf format is preferred. 
 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.isbe.net%2FDocuments%2Feps-guide.pdf&data=05%7C02%7CEMATULEV%40isbe.net%7Cb0743b72f4d94703e7ac08ddc55fdbb4%7C0364fe8649c64af4b52c335a99e577d1%7C0%7C0%7C638883737682847287%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=HAQV%2FeiKgiZR86hwGNPnlYq%2BnAb9UguUDpKcU0hb4g8%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.isbe.net%2FPages%2FEntity-Profile-System.aspx&data=05%7C02%7CEMATULEV%40isbe.net%7Cb0743b72f4d94703e7ac08ddc55fdbb4%7C0364fe8649c64af4b52c335a99e577d1%7C0%7C0%7C638883737682877606%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=OUbtGlKwr2QajZilPaCPz2Y5aSb3SCXkyUzZcvttEpQ%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.isbe.net%2FPages%2FRCDTS-Lookup.aspx&data=05%7C02%7CEMATULEV%40isbe.net%7Cb0743b72f4d94703e7ac08ddc55fdbb4%7C0364fe8649c64af4b52c335a99e577d1%7C0%7C0%7C638883737682902571%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pcZvtPuFnOKRiBr5QFqhXARixoXS%2ByMoB3crptoEY58%3D&reserved=0

